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Distance Education Programme (DEP) is a major 
intervention in Sarva Shiksha Abhiyan (SSA) focusing on 
‘strengthening training through distance learning’. SSA 
calls for the training of a large number of teachers and 
other personnel to bring out qualitative improvement in 
elementary education. As face-to-face approach or the 
cascade model would be inadequate to carry out the 
enormous task of training and recurrent training of those 
associated with elementary education, DEP was envisaged 
to facilitate the process. The programme through distance 
education provides in-puts and materials for training and 
capacity building of teachers and other functionaries in 
curricular, contextual, and pedagogical areas. 


DEP-SSA has been created by the Ministry of HRD, 
Department of School Education and Literacy, Govt. of 
India as national center for distance education activities 
under SSA on 1" July, 2003 and implemented by IGNOU, 
New Delhi in all States and UTs of the country. It 
provides technical support to the states enabling them to 
adopt distance education as an integral part of SSA. It 
aims at imparting need-based local Specific in-service 
training for teachers and other functionaries directly 
involved in elementary education programme. 
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From the Vice-Chancellor’s Desk 


To be able to speak fluently in English is a fond desire of millions 
of Indians, especially as English is a very important international 
language for communication. English is also viewed as a symbol 
of growth and prosperity in this sub-continent, because English is 
our Second Language. 


As teachers, it is our duty to fulfill these desires of the teeming millions and that 
in the world-class standard of the language. To do this, we must be able to hone 
our own skills regularly. 


The training module, which the DEP-SSA has developed for enhancing 
proficiency in English for primary and upper primary teachers, will serve the 
purpose. The DEP-SSA’s endeavour should ideally have a cascading effect, 
generating more similar programmes, and thus benefiting teachers from all over 
the country. 


Kerala, which has the highest literacy rate in the country, has pioneered the 
effort of the teachers’ self improvement with a view to meeting the SSA dates. I 
congratulate them. I greatly hope their teachers will find the module interesting 
and workshop useful for class-room efforts. I also congratulate SSA Kerala, 
especially its Project Director, Dr.B.Vijayakumar, for conceptualizing the 
endeavour. 


I congratulate Dr.S.S.Jena, Project Director of DEP-SSA, and his team members 
for coming out with the training module on time to keep the deadline and 
Professor Anju. S. Gupta for editing the material for elementary teachers. 


I thank the module writers and master trainers from other universities, colleges, 
and schools who, as always, have contributed so willingly along with IGNOU 
for this noble cause. I am confident that this joint effort will lead to capacity 
enhancement and better standards in our school education. 


{ 

\ À 
Prof. V. N. Rajasekharan Pillai 
Vice Chancellor, IGNOU & 
Chairman, Advisory Committee, 
DEP-SSA, IGNOU 
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Foreword 


The importance of learning English has been gaining importance at all levels. Though mother 
tongue is the main focus of learning at primary and upper primary levels, it is also equally 
important to develop such language skill among learners in English for their future education. 
Even though literacy is not a major problem in the state of Kerala, yet most of the teachers 
associated at Primary and Upper Primary Level are found to be deficient in communicative 
English. This has poised a major problem for the learners in their attempt to be well versed 
with the English language. Keeping this in view, it is thought appropriate to equip the 
teachers involved at primary and upper primary level, more specifically, the English language 
teachers, with the skills of communicative English. As a result, the SSA, Kerala has devised 
a strategy to expose these teachers to a condensed course in communicative English with the 
academic support of DEP-SSA to raise their proficiency in these skills. 


The module, developed by DEP-SSA on Communication Skills in English, emphasizes in 
dealing with the skills related to reading, writing, listening, pronunciation, communication, 
asking questions and using technology for language learning. I hope our teachers, engaged at 
primary and upper primary level, will derive utmost benefit from this training module and 
help our learners to raise their proficiency in English. 


I take this opportunity to thank the team of DEP-SSA, IGNOU, New Delhi and express my 
sincere gratitude to Prof. V.N. Rajasekharan Pillai, Vice-Chancellor, IGNOU for giving 
necessary leadership to the project and facilitating the development of this training module. 


My sincere gratitude goes to Dr. S.S. Jena, Project Director, Dr. M.K. Dash, Programme 
Officer, Prof. M.L. Koul former Project Director, DEP-SSA for concretizing the effort. Most 
importantly, I place in record the support extended by Prof. Anju Sehgal Gupta, Professor, 
School of Humanities, IGNOU and her team for bringing out this training module. 


I am sure this effort will be another milestone in empowering teachers of SSA Kerala. 


{ 7 hey 


Dr. B. Vijayakumar 
State Project Director 
SSA, Kerala 


Preface 


Sarva Shiksha Abhiyan (SSA) is a flagship programme of the Govt. of India with the 
objective to universalize elementary education by improving human capabilities of all 
children by extending to them community owned quality education in a mission mode. To 
concretize this effort, it gives emphasis not only to the capacity building of individuals and 
institutions at district, state and national levels, but also empowers them to bring reforms to 
improve the efficiency of the delivery system. Keeping in view the potentiality of distance 
education as a mode to reach large number of target groups within a limited span of time in a 
sustainable manner, the Distance Education Programme (DEP) of SSA has been conceived as 
a national component under the leadership of Indira Gandhi National Open University 
(IGNOU), New Delhi. The activities undertaken by DEP-SSA mostly empower teachers for 
their effective participation in curriculum-related activities, with greater focus on classroom 
processes and design such inputs to develop their human potentialities. 


The importance that the English language has been gaining with globalization in recent years 
is phenomenal. Even though a variety of learning materials have been designed and 
developed, and varied techniques to learn and teach English have been tried out in different 
contexts, a successful model is yet to emerge at the school level. This has also led the 
teachers to take a backseat in the process of curriculum transaction as they lack such skills for 
effective communication in the classroom process. Realizing the importance of this fact, the 
SSA, Kerala has intended to give a basic orientation to its elementary teachers with the aim 
of raising their proficiency in English.The present module focuses not only on such skills 
required for listening, reading and writing English but also emphasizes on the skills as 
required for correct pronunciation, articulation and understanding using both print and non- 
print media. It has been thought appropriate to use a blended approach, including distance 
and face-to-face mode, to empower these teachers with an enhanced proficiency in English. 
The specific objectives of this module are: 


li. to improve the communication skills of teachers to enable them to transact English 
language learning processes effectively. 


2 to enhance the specific proficiencies related to pronunciation, understanding and 
articulation in English language. 

3; to develop analytical abilities using English, so as to express social concerns. 

4. to facilitate teachers in organizing classroom activities related to language learning in 


general and English in particular. 


I hope that at the end of the training programmes, we whould be able to achieve some of 
these objectives as conceived for elementary teachers of Kerala. 


I take this opportunity to express my gratitude to the module writers and the experts involved 
in transacting the module in a workshop mode. My sincere gratitude goes to Prof. Anju 
Sahgal Gupta, Professor in English, School of Humanities, IGNOU for her unstinted support 
in designing, developing and editing the module. 


I owe my sincere thanks and indebtedness to Prof. V.N. Rajasekharan Pillai, Vice- 
Chancellor, IGNOU and Chairman Advisory Committee, DEP-SSA for providing effective 
support for designing and implementation of this training module. My appreciation and 
gratitude goes to Dr. B. Vijayakumar, State Project Director, SSA, Kerala, Dr.K.N. Anandan, 
Consultant State Project Office, SSA and Sh. John Phillips, Asst. Programme Officer, 


Teacher Training and in-charge of Distance Education activities for the state, for th 
support, both academically and financially. 


I hope this module will be of use to the teachers and empower them towards organiz 
learning activities effectively in the classroom. 


Ween 


Dr. Sitansu S. Jena 
Project Director 
DEP-SSA, IGNOU 
New Delhi 


2a ad fren afer 2 
Wa ug Ha ae 


Communication Skills in English 


Contents 


S. No. 


Particulars 


From Vice-Chancellor’s Desk 
Foreword 
Preface 


About the module 
Unit I 

Greetings and Introduction 
Unit IT 

Using Language at School 
Unit II 
En 


Narration 


Unit VII 

Use of Media in Communication 
Unit VIII 

Presentation Skills 


Page No. 
(i) 


(ii) 
(ili) 


About the Module 


Welcome to the programme on Communication Skills in English. In the 
course of these 10 days, we will be attempting some of the activities in this 
course material, but there will be many more tasks that we will do together. 


As teachers of English, we are always striving to improve our English, so that 
we can better role models for our students. For this purpose, we watch 
appropriate T.V. programmes in English, read fiction and non-fiction, consult 
dictionaries and thesaurus and we also sometimes attend training programme 
which would help us gain grater facility in English as well as be better 
teachers. 


The question that you might ask is — after this 10 days programme—“will I be 
able to speak and write correctly and fluently?” Your concerns are valid and 
the truth is that this is merely an awareness raising programme so that you can 
on your own develop the skills to improve your English. 


Our aim while producing this programme is to help you use language skills in 
real life situations, expressing concerns about social issues which beset our 
society. While we will often be concentrating on a particular skill, essentially 
we are following an integrative approach where more than on skill is used. 


Th grammar sections are there to help you write correctly and with accuracy. 
This will, in fact, teach you the skill of editing. For the listening and speaking 
skills there is a audio recording that you must listen to and when instructed 
repeat after your teacher. This will improve your stress, intonation as well as 
your general pronunciation. It will aid in making you fluent in the language 
and improve your confidence greatly. 


Ms. Shefali Ray was kind enough to go through and make some changes in 
four units of the Module in the final draft. 


We hope you enjoy the Course and find it useful. 


We would be very happy to get feedback from you so that we can improve it 
for other sessions. 


>= g: 4 5 


Prof. Anju Sahagal Gupta 
School of Humanities 
IGNOU, New Delhi 
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1.0 OBJECTIVES 


At the end of this unit you will be able to: 


greet and introduce each other in both formal and informal situations; 
read a passage on greetings and introductions with comprehension; 
attempt activities based on greetings in other cultures; 

write and edit sentences using the present tense of the stative verb ‘be’: 
listen and match dialogues to situations; 

analyze the nuances of English pronunciation with regard to sound and 
spelling; and i 

œ identify and use appropriate body language for the benefit of your 
learners. 


1.2 FORMAL AND INFORMAL INTRODUCTION 


1.1 WARM UP 


Mention the persons you address by their surnames and the persons you call 
by their first names in the school situation. 


How do you introduce yourself to a new colleague in the school? 


How do you greet your colleagues when you meet them 
+ at home? 
e ata party? 
© ata get-together? 
* ina formal meeting? 


Introductions can be formal or informal. Our choice of words, structures, our 
intonation and body language varies according to the situation, 


a. Informal Introduction: 


Work in small groups of five. 


Imagine you are meeting the members of your group for the first time. Get to 
know them. 


Communication 
Skills in English 


Find the following information about each: 


name 

name of the school they represent 
subjects taught 

duration of teaching experience 
hobbies 

preferences 


First introduce yourself to your group so they get to know you. Then get to 
know the others by asking questions regarding the points above. 


b. Formal introductions 


Work in pairs. Introduce yourself and your partner to the other participants. 
You will find the following words/phrases/expressions useful: 


Tm Sheela/I’ m Sheela Sen. 

This is Mrs. Geetha Sridhar. She teaches at .............. 

Mrs. Kannan teaches English at Modern School, Trichi. 
Geetha has been teaching at .......... TON 3 ors a months/years. 
Mrs. Sridhar I am delighted to meet you. 


Some ‘Do’s’ and ‘Don’ts’ 


Do’s 


Just say, ‘Pm Anita Sethi/ This is Anupama Pillai. 

Introduce your colleague in a formal situation with, ‘I would kKe you 
to meet my colleague Mrs. Sunita Joseph.’ 

Exchange polite conversation about the new person’s stay in your city 
with, ‘I hope you enjoy your stay in Cochin/I hope you have a pleasant 
stay in Cochin.’ 


Don’ts 


Do not introduce yourself with, ‘Myself, Anju/ Mrs. Gupta. 
Do not ask, ‘What is your good name?’ 
Do not introduce yourself with, ‘My name is ............. 


Activity 1 


1 


Read the following excerpts from conversations between people in 
formal situations, if they are correct, mark with a tick ( V). If they are 
incorrect, mark with a cross (X). 


®. P 
Rewrite the incorrect sentences correctly. 


i I am please to meet you. 
(When you meet someone for the first time.) 
ii I would like to meet Mrs. Sinha, 
(When you go to a new school/office and want to meet the perso 
named.) 
iii Myself, Anjali. 
(When you introduce yourself to someone.) 


iv lam Mrs. June Hope. 


(When you introduce yourself to someone.) 


v Yes, thanks. I had a very good flight. 


(A polite reply to a question asked.) 


vi Tam Julie. What is your good name? 
(During introductions) 
vii Let me introduce Mrs. Sunitha Joseph to you. She is from Scottish 
High School. (During introductions) 
viii Iam busy now. Don’t disturb me now. 
(When a stranger makes an inquiry at a new workplace.) 
ix Yes, this is my first visit. Have you been here before? 
(During introductions) 
x Tve come to meet Mr. Ashok. 
(Inquiring about a person you are going to meet for the first time.) 
xi Could you please wait for a minute? Let me find out where Mrs. 
Mohan is at the moment. (In answer to an inquiry) 
xii Hi! How you doing? 
(To a new student) 


(Informal) Work in pairs and practise the following introductions: 


Amina: Hello, I’m Amina. 
Jane: Hello, Amina. I’m Jane. I’m pleased to meet you. 
Amina: So am I! Hi, once again. 


(Formal) Work in groups of three and practice the following 
introduction: 


Mr. Raj Mohan: Good Morning, Mr. Phillips. I am delighted to 
meet you. I would like to introduce my colleague 
Mrs. Rita Rana. ; 


Mrs. Rana, this is Mr. Dough Phillips from our 


Head Office in Trivandrum. 
Mr. Dough Phillips: Good Morning, Mrs. Rana, I am delighted to meet 
i you. 
Mrs. Rita Rana: Good Morning Sir, I hope you have a very 


pleasant stay in Delhi. 
Mr. Dough Phillips: P m sure I will. 


Read how we introduce an invited Chief Guest or VIP at a formal 
function. 


‘Good evening, ladies and gentlemen, I have great pleasure in 
introducing our Chief Guest for the evening, Mrs. V. Swaminathan, 
Director, Regional Office, Chennai Region, Central Board of Secondary 
Education. Madam, we are indeed delighted to have you with us today.’ 


Using the above format, introduce the following guests at a formal 
function. 


i Mr. K. Ganguly, Chairman, Kerala Board of Secondary Education 
at your School Annual Day. 


ii Dr. K.P. Aggarwal, noted Heart Specialist at the inauguration of 
Health Week in your school. 


iii Dr. Rajni Sinha, English Studies Officer, Chennai at a three day 
workshop on Developing Communication Skills. 


Greetings and 
- Introduction 
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1.3 READING COMPREHENSION 


Greeting People 
Read the following passage: 


Hello! 

Hi! 

Namaste 
Assalam ale kum 
Bonjour 


Everyday we greet people. We greet our family members when we wake up 
in the morning; we greet our friends and teachers at school; we greet people at 
work; we greet people from whom we buy our bus or train ticket, a cup of 
coffee or newspaper. If it is a friend’s or a loved one’s birthday we greet them 
in a special way. If it’s a special day, a festival or celebration, we wish our 


loved ones in a special way too. 


Greetings are a vital part of any language. While learning a second language 


one of the first things we learn is how to greet people. 


Think about greeting different people on different occasions. ‘How do you 
normally greet people? Does the form of greeting change in different 
situations? Is the greeting different when it is a stranger, or someone of a 
different gender or an older person? Does the form of the greeting vary from 
one part of the country to another? 

Greetings acknowledge the existence of another human being. Greeting a 
person means taking the time to relate to a person in a personal way. 
Greetings may be conveyed through words, spoken or written and through 
gestures. While a quick “Hello!” or “Hi!” conveys a casual spoken greeting; 
shaking hands, embracing or hugging a person, kissing people on the cheeks 
or joining one’s hand in a simple ‘namaste’ are some of the gestures people 


across the world employ to greet people from different cultures. 


While, the shaking of hands in U.S.A, is a fairly formal way to greet people 
you meet for the first time, in India, you will find that men do not shake hands 
with women, especially older women. Touching people’s feet, especially, an 


older person’s, is a more favoured form of greeting, especially in rural India. 


Wherever you are in the Arab world, greetings and taking leave are an 
important part of any Arabic conversation. They tend to be more elaborate 
than in the West. Even when addressing a stranger, it is customary to greet 


him/her and take your leave using standard polite expressions. 


It is normal when meeting someone socially for the first time, and when 
meeting anyone you already know (even if you just bump into them in the 
street), to follow the initial expression of greeting by enquiring after their 


health. 


Activity 2 
A Answer the following questions. 


i List a few situations from everyday life when we need to greet 
people. i 


E A A T N siete 5 E a Sa Aan AT 


E E R A T A T O OON OO SAA EEA e a 
ve w-o-e:0 ler onio sree aei OANE E EAAS 4 ita EAE SAA EE 
| LUNG, N EE E A A tain e a ahia ar E A raa i S 


EA EAS EA SEE OA o A T e aiir asada a h AA ARET fi 


iii What are some of the ways in which people greet one another in 
different cultures? 


« cuaveseadeagthvaiieda ste dees sO Ried Sesh E ere Me oR CSc ORIEL. 5 ee eam ii keene 
HLL os oeu'ua buthey se Cee tee a ANA MRS nC er emery ers se. toy TNE” 
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iv If you have to interact with people from a different culture what are 
some of the things that you may have to learn? 


v How are forms of greeting in the western world different from 
forms of greeting in the Arab. world? 


B Complete the following sentences using ideas from the passage given 


above. 

i Some of the people we greet everyday aten covet ete o se ea 
ii Some greetings are ............, Wie oers ater. tn. neh el. 
iii “Hello” and “Hi” are Cram PIOS Ohya tics voce ec ve ve AE a en 
iv Some examples of gestures used to greet people are .................. 


v In general, the initial expression of greeting is followed by 


1.4 VOCABULARY 


Vocabulary 1 
Activity 3 


1 Find words from the text which are similar in meaning to the words 
given below: 
i Essential 
ii Differ 
iii Recognize 
iv Communicated 
v Movements made with hands, head or face 


vi Detailed 


2 Given below are a few gestures and words used for greeting. Complete Greetings and 


the table by providing information about them. Introduction 
.| Greeting/ | Nature of Occasion/ People with whom 
Gesture greeting/ Situation the greeting may 
gesture be used 


Hello Informal 


By 


Common greeting; 
Used when meeting 
someone for the first 
time in the day. _ 
Hello in French. 


Used for anyone; 
older, younger or 
peer group. 


Bonjour 


Namaste A form of greeting in | 
India by joining one’s 
hands together. 
Shaking iste 
Hands 
Good Used only in the fail 
Mothing morning, before 
noon. she 
What’s up? m Used between 
ne __| friends or equals. j 
Vocabulary 2 


Individual work 


In order to be a successful teacher you need personal, social and professional 
qualities. You will find words related to these qualities in the box given 
below. Put the words in their appropriate lists. You will find that some words 
fit into more than one list. 


e Kind Te motivator e leadership 

[o soft spoken To guide ; e approachable 

[e friendly e receptive to new idea e dedicated 

a, OPS e positive e inspiring others 
e hardworking e persuasive e ready to learn 
e creative e firm e mentor 


è helpful ə ready to change e ability to empathize 
è encouraging e professional 


© understanding e able to meet challenges | ¢ conflict management 


è accessible 


Activity 4 - i 
From the list above, say which three qualities from each list (personal, social, 
professional) are most important to succeed as a teacher? 


nication 
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Activity 5 


Fill in the blanks in the following sentences choosing words from the box of 
Activity 4. The first is done for you. 


Note that there may be more than one word that fits in some blanks. Choose 
the one that appears most appropriate to you. You may need to change the 
form of the word. 


i Mr. Ahmed is very punctual. He reaches school on time everyday. 


_of all the 


ii Rama is a good leader, She is able to get the _ 
teachers she works with, 
iii Mrs. Vimmy Singh was awarded the best teacher as she was found to be 


and always brought new ideas into her teaching. 


iv Miss Rawat is liked by her students because she is and 

v Being a friendly person, Amit Arora is easily ___. People do 
not hesitate to talk to him about their problems. 

vi The Principal of the school is a wonderful person. She is ___ and 
_____due to which she motivates the teachers to excel in their 
profession. 

vii If a teacher is s/he can win over students and make them 


and 


viii If you want to resolve conflicts you must be and 


1.5 GRAMMAR : 
po ARs deeb eE S E ER 0 A TNN 
The Simple Present Tense: Verb ‘to be’ 


Read the passage given below and underline the verbs in it. 


There is (1) no need to education. It is (2) not that you read a book, pass an 
examination, and finish with education. The whole of life, from the moment 
you are (3) born to the moment you die, is (4) a process of learning. 


J. Krishnamurthy 


You will notice that the verbs ‘read’, ‘pass’ and ‘finish’ depict some action Greetings and 
and are called action verbs. On the other hand the verbs ‘is’ and ‘are’ depict Introduction 
states and not actions. They are called stative verbs. Pick the subjects. for 

which these have been used. 


(aiea is 
(2) 2c E is 
Gatara are 
(4). waa is 


‘Is’ and ‘are’ the simple present forms of the stative verb ‘be’. Other stative 
verbs are ‘have’, ‘like’, ‘think’, ‘hope’ etc. 


Activity 6 


Read the passage below and notice the subjects and their verbs. 


(1) I am aware of the change in the attitude of the youth today. (2) They are 
more focused and are ready to put in a lot of hard work. (3) The job scenario 
too is no longer the same. (4) Many young women are now in positions that 
were considered male bastions. (5) This is a very encouraging trend. (6) On 
the other hand another trend is prevalent. (7)The young are more focused on 
earning money whether through lucrative jobs or through stocks and shares. 
(8) I am of the opinion that our youth need to be guided a little*better by their 
seniors. (9) But most of us are concerned with ‘our own lives and let the 
youngsters be. 


D ERIS Mace 

6. ...another trend ....... 
7. The young ....... 

8. TNR 

9. But most of us .......... 


Subject-verb concord: You will notice that the Simple Present Forms of the 
verb ‘be’ differ according to the number and person of the subject/s. 


Lanes (Singular I Person) 

You are..s.... (Singular IT Person) 

He/She is...... (Singular II Person) 

ltis..gi ws (Singular object) 

THISHS ausitinn (Singular object/idea/concept etc.) 
These arevs......: (Plural II Person) 

WOIE NR (Plural I Person) 


Activity 7 
Complete the passage below using the correct form of the verb ‘be’. 


Thee people who ask me whether I ise.: s the same man that I was in 
1920, or whether there has been any change in me. You ........ right in asking 
that question. Let me, however, hasten to assure that I ..... the same Gandhi as 
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I was in 1920. I have not changed in any fundamental respect. I attach the 
same importance to non-violence that I did then. If at all, my emphasis on it 
has grown stronger. There ........ no real contradiction between the present 
resolution and my previous writings and utterances. 

(Excerpts from Gandhi’s ‘Quit India Speech, 8 August, 1942) 


You have just discussed that the verb is governed by the number and the 
person (in case of pronouns) of the subject. But there are instances where the 
subject may appear to be plural, having an ‘s’ at the end but is in fact singular. 


Singular Subjects that Look Plural 


Some subjects look plural in number though they are singular. These subjects 
take singular verbs. 


i There are certain nouns which end in s and look plural, but they are 
singular in number. They take singular verbs. Example: 


Mumps is a disease with painful swelling generally caught by children. 


Some more words which are singular but look plural are: 


economics, physics, optics, news, measles, rabies, diabetes, athletics, 
mathematics, electronics, genetics, mechanics. 

ii Often a proper noun looks plural in form, but it stands for one object and 
it takes a singular verb. Example: 


Atma Ram and Sons is a well-known publishing company. 


iii When two nouns are joined with and refer to the same person or thing, 
or suggest one idea, they take a singular verb. Example: 


My philosopher and guide is dead. 
Rice and curry is my favourite meal. 


iv When the subject is a unit of measurement or a mathematical equation, 
the verb used is singular. Example: 


Ten years is a pretty long time. 
I don’t need so much. Two kilograms is enough for me. 
Seventy-five miles is a long distance to travel on foot. 


v When two singular subjects are joined by either-or, neither-nor, they 
take a singular verb. Example: 


Either John or William has stolen my book. 
Neither my father nor my mother was present at the party. 


vi The following pronouns are always singular and they take singular 
verbs: another, anybody, anyone, anything, each, either, everybody, 
everyone, everything, many a one, neither, nobody, no one, nothing, 
somebody, someone, something. Example; 


Neither of the films was good. 
Everything depends on the weather. 


Subjects that are Plural 


i The following pronouns are always plural and take plural verbs: 


both, many, few, several. 
Example: 


Many come to see the Taj Mahal. Few go away disappointed. 


ii | Two and more singular nouns joined by and make a plural subject, they 
take a plural verb. Example: 


Delhi and Mumbai are the most polluted cities of India. 
The Red Fort and the Jama Masjid were built by Shahjahan. 


iii The following nouns are always plural in form and therefore take plural 
verbs: 


trousers, pants, shorts, pliers, spectacles, drawers, socks, riches, 
binoculars, scissors. 


Example: 


Your binoculars look very powerful. 
These scissors are not sharp enough to cut this wire. 

iv When two subjects are joined together by or, either-or, neither-nor, and 
one of them is plural, the verb must be plural and the plural subject must 
be placed nearest to the verb. Example: 


Neither Akhil nor his friends were able to do this sum. 
Either Rita or her friends have to do this work. 


v — When two subjects joined together by or, either-or, or neither-nor are of 
different numbers, the verb agrees with the subject nearest to the verb. 
Example: 


Neither you nor I am responsible for this mistake. 
Either he or you have to play this part. 


Activity 8 
Select the correct alternatives and complete the passage given below. 


Hindustan Times ........ (is/are) the paper that brought out the news of the birth 
of the quadruplets. According to the news each of the babies......... 
(weigh/weighs) about 500 gms and .......(is/are) doing well. Three of 
themis opk (is/are) girls. Everyone in the pediatric department of the hospital 
AOR (is/are) surprised since neither of the parents .........(has/have) any 
history of twins in the family. 


On the other hand, the father is a worried man since he does not earn much. 
Five thousand rupees ....... (is/are) a very small amount of money if one has to 
feed four babies, he feels. He has two options. Either his brother or his sister 
Saving (adopt/adopts) two of the babies, or he seeks the help of ‘Women for 
Women’. Women for Women ....... (is/are) a non government organization 
that provides help to needy families with girls. 
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Activity 9 


i Read the following newspaper report carefully. Do you notice any errors 
in the report? 

ii Discuss the errors made by the reporter with your partner. 

iii Edit the report and rewrite it. s ' 

iv . Compare your version (revised) with the revised versions of others in the 
group. , 

v Arrive at a consensus on changes required. 

vi Present the revised report to the participants on a chart/OHP/computer. 


‘Taare Zameen Par’ is India’s Entry to the Oscars 


Aamir Khan has done it again. His film ‘Taare Zameen Par’ have been 
selected as India’s official entry for the Oscars. One of the jury members, 
Marathi filmmaker Mahesh Kothari say, “It were a unanimous choice of the 
members. TZP had chosen because it has cinematic excellence and content.” 


When interviewed, the actor — producer -director said, “I is really happy that 
TZP was been selected to represent India. It were a film that is very close to 
my heart. It sensitized me as a parent and as a person. The film have affected 
audiences in India and across the globe”. 


1.6 LISTENING (DIALOGUE) 


Activity 10 


We greet people differently in different situations. Listen to the following 
dialogues and match them with the situations given below: 


Situations 


1 Conversation at the new workplace: making inquiries. 


2 Introducing people at a party. 

3 Conversation over telephone: Taking a message. 

4 Unexpected casual meeting. 

5 Introducing and welcoming new people/teachers at the school. 
Practice 


In pairs of three, practice the conversation you’ve listened to. Try to make 
your conversation natural and fluent. 


gE GUST apy nu ree ee en ta, a 


1.7 PRONUNCIATION 


Relationship between Sound and Spelling 


It is a well known fact that English spelling does not always indicate how an 
English word should be pronounced. There is, in other words, no one-to-one 
correspondence between the letters of the Roman alphabet and the sounds of 


English. While English has 44 sounds, the alphabet has only 26 letters. So the 
alphabet is overburdened. And worse still, even in the face of a scarcity of 
letters, many of them are sometimes squandered in representing the same 
sound. These two factors together result in a good deal of confusion, as is 
illustrated below: 


1 Listen to the following words in which the same letter stands for many 
different sounds. Repeat each word: 


ch 


a 


ough 


machine, monarch, chief 
late, last, fat, woman, village, water, what 


though, through, bough, thought, thorough, cough 


2 Now listen to some words in which the same sound is represented by 
different letters or combinations of letters. 


iii 


The ń sound is represented by the letter or letters: 


n as in neck 

nn as in funny \ 
gn as in sign 

kn as in know 

pn as in pneumonia 


The vowel sound in the word get, is represented by the letter or 
letters: 


ea as in head 

ei as in leisure 
eo as in leopard 
a as in many 
ai as in said 

ie as in friend 
u as in bury 
ue as in guess 


The vowel sound in'the word tea is represented by the letter or 
letters: 


ea as in - beat 

ie as in brief 

eo as in people 
e as in scene 
ee as in seen 

ey as in key 

i as in machine 
oe as in foetus 
ei as in receive 
uay as in quay 


3 Listen to some words in which one letter stands for a sequence of two 
sounds. Listen to each word and repeat it. 


The letter g stands for a combination of the k sound as in key and 
the w sound as in watch. Example: 


Greetings and 
Introduction 


Communication 
Skills in English 


14 


ii 


iii 


iv 


question square 
quiet squash 
quite queer 


The letter x stands for a sequence of the k sound as in kite, and the 
s sound as in sea. Example: 


excuse box 
excite exercise 
Excess 


The letter x stands for a sequence of the g sound as in go and the z 
sound as in zoo. Example: 


exact exist 
examine exert 


The letter u sometimes stands for. the sequence of a consonant 
followed by a vowel. Example: 


unit 
(n.) use 
utilize 


Some letters in words are silent. In other words, they are not 
pronounced. Listen to them carefully and repeat each word. 


i 


ii 


iii 


b is silent in the spelling mb and bt occurring in the final position 
in words. Example: 


thumb bomb debt 
comb climb doubt 
tomb doubt 


d is silent in the spelling sequence dj. Example: 


adjective adjoin 
adjust adjacent 
adjourn 


g is silent in the spelling Sequences gm or gn. Example: 


phlegm gnarl champagne sign 

paradigm gnash poignant resign 
gnat physiognomy assign 
gnaw 


h is silent in the spelling sequence gh and in the word - final 
position. Example: 


ghost ah 
aghast eh 
ghetto oh 


vi 


Vii 


viii 


k is silent in the word — initial spelling sequence kh. Example: Greetings and’ 
Introduction 

knee knob know 

knock knife 


Lis silent before k and in the word — final spelling sequences /k and 
im. Example: 


walk balm 
talk palm 
folk calm 


nis silent in the word — final spelling sequence mn. Example: 
column 
condemn 


solemn 


p is silent in the word — initial spelling sequences pn and ps. 


Example: 
pneumonia psalm pseudonym 
pneumatic psychology 


p is also silent in the final spelling sequence pt. 
t is silent when it occurs between s and /, and s and e. Example: 


castle listen 
wrestle fasten 
bustle glisten 
wrestle 


w is silent in the final position, in the initial spelling sequence wr 
and sometimes the initial spelling sequence wh. Example: 


saw write who 
raw wrest whole 
claw wrist ; whose 
blow wreck whom 
snow wrap 

show 


The following exercise will help you take a closer look at the difference 
between spelling and sound. 


Activity 11 


Look at the following words, pronounce each word, and then write down the 
number of letters and the number of sounds it has. Follow the example given 


below: 
Call 


1 colony 
5 relax 
9 college 


Number of letters: 4 Number of sounds: 3 
2 receive 3 shelf 4 possess 
6 seize 7 command 8 plays 


10 surround 11 philosophy 12 theory $ 


16 


13 follow 14 reign 15 psychology 16 boast 
17 rough 18 knowledge 19 pretty 20 bright 


It is quite evident from the examples and the exercise given above that if we 


‘* wish to represent the pronunciation of English words unambiguously, the 


“Roman alphabet is inadequate, and is used inefficiently for spelling English 
words. To get over this problem, therefore a special set of phonetic symbols 
has been devised, so that a given symbol represents one, and only one sound, 


and a given sound is always represented by the same symbol. 


1.8 WRITING 


Writing a Dialogue 
Activity 12 


Read the conversation between these teachers. Fill in the blanks suitabl y and 
then play the roles in groups of three. 


Mrs. Dixit: I think staff training is very important if we want to improve 
teaching standards in English. 


Ms. Mandal: I agree with you. Our teachers need to update their skills 
through regular need-based in-service courses. 


Mr. Sharma; Well, I’m afraid (1) with you. In my opinion in-service 
training is a waste (2) . If teachers need to learn 
anything, they can (3) 


Miss Dixit: That (4) to some extent, but with néw theories of 
teaching English, all teachers (5) courses from time 
to time. If they are not exposed to the latest teaching 
practices, they will stagnate. 


Mrs. Sharma: I’m (6) After all if they’ve been teaching for some 
years now, they should know (7) . Don’t forget they 
are trained teachers. 


Mrs. Dixit: But when they attend training courses they can (8) skills. 
Besides, they can make their teaching (9). 


Miss Mandal: After all, we give them so many inputs during these courses. 


Mrs. Sharma: Well, we could (10) , I suppose. 


Miss Dixit: Alright then, let us draw a plan for a ten-day course in 
improving Communication skills of teachers. 


1.9 SPEAKING: BODY LANGUAGE ey 


The ‘presence’ that a teacher has in the classroom is crucial in determining 
‘how much’ learning takes place and ‘how well’ the learning takes place. 


Being relaxed and ensuring that students too learn in a tension -free 
atmosphere is extremely important. 


More than what the teacher says overtly, it is the non-verbal.and implicit 
behaviour that is of significance. A feeling of self respect, evident through 
one’s confident behaviour, a friendly tone and eye contact are some positive 
indicators. oP wid 


Some of the ways in which body language can improve the desired 
atmosphere within the class are: 


e maintaining eye contact with the student you are talking to, and 
with every student in the class; 

e standing ‘tall’ and walking in with head held high, instead of 
shuffling in, head bowed; 

e having a calm, relaxed face — smiling and laughing easily; 

e using facial expressions that show you are listening and 

responding to what the student is saying; 

smiling and nodding when a student is saying something; 

walking around the class when a discussion is going on; 

walking towards the person who is talking; 

capturing and holding attention of the class througm adequate 

gestures and bodily movements when explaining something; 

e using your voice appropriately in different situations, e.g. 
whispering when required along with gestures; 

ə using inclusive language such as, “Yesterday we read about ....’ ; 
and } 

e wearing smart and comfortable clothing. 


Your body language should show that you are willing to lead without 
bullying. 


It is advisable to avoid the following as these are signs of indifference and 
casualness: 


l Do not slouch; 


N 


Do not look out of the window while teaching/while students are 
completing an assigned task; 


3 Do not wear very informal clothing such as jeans and a T-Shirt; 
4 Do not remove your shoes and sit in class; 
5 Do not fold your arms and speak to the class; 


6 Do not keep playing with your pen/fingers while teaching/listening to 
students; 


7 Do not sit with your face/jaw on your hand with a faraway look in your 
eyes; and 


8 Keeping your hands in your pockets or tying your tie loosely around 
your neck are indicators of a careless/casual attitude. 
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Activity 13 


Get into groups. Each group must make a presentation on using Body 
Language Effectively in the classroom. 


1.11 ANSWERS 


Warm Up 


i Principal, Vice-principal, headmistress, senior teachers and elderly 
teachers by surnames. Teachers who I am friendly with, who are of my 
age group, who I work with closely by their first names. 


ii By telling him/her my full name, what grades I teach, etc. 
iii a at home — very informally (hug) 

b at a party — more formally 

c at a get-together — formally 


Activity 2 


Ai When we wake up in the morning we greet our family members, ` 
we greet friends and colleagues at school or at work, we greet 
Strangers who sell us things or give us information, we greet our 
loved ones on special occasions, „we greet people at social 

` gatherings/parties. 


ii Greetings help us relate to people in a personal way and recognize 
their existence. The specific occasion, the cultural context, the age 
and gender of the person being greeted, influence how people greet 
one another. 


iii In the United States of America people shake hands as a formal 
way of greeting; in India people use the gesture of folding one’s 
hands in a ‘Namaste’, in many parts of India, people touch the feet 
of older persons; in Arab countries even strangers are greeted 
using standard polite expressions. 


iv One of the important things to learn is specific forms of greetings 
of each culture and how they may vary on specific occasions and 
according to age, gender, etc. 


v Greetings and leave taking are more elaborate in the Arab world 
than in the West. 


Bi Some of the people we greet everyday are friends, family 
members, people at work, people from whom we buy things, etc. 


ii Some greetings are formal while others are informal. 


iii “Hello” and “Hi!” are examples of informal greetings that we use 


to greet friends and peers. 


iv Some examples of gestures used to greet people are shaking hands, 
touching feet, joining hands in a namaste, embracing or hugging 
people, etc. 


v In general the initial expression of greeting is followed by asking 
about the person’s health. 


Activity 3 
l i essential vital 
ii differ vary 
iii recognize acknowledge 
iv communicated conveyed 
v movements with hands, head or face gestures 
vi detailed elaborate 
2 We give below the table duly completed: 
Greeting/ | Nature of | Occasion/situation ‘I People with whom the 
Gesture greeting/ greeting may be used 
Gesture i 
Hello Informal | Common greeting; used Used for anyone; 
when meeting someone for | older, younger or 
the first time that day. _ peer. 
Bonjour | Informal | ‘Hello’ in French. Used for anyone; 
i older, younger or 
peer. 
| Namaste | Formal | A form of greeting in India | Used as a mark of 
| by joining one’s hands respect for elders or 
| together. senior colleagues at 
work, etc. 
Shaking Formal | A fairly formal way of arenen one meets 4 
Hands greeting people you meet formally, At work 
for the first time. place or socially. 
Common in the Western 
world. 
Good Formal/ | Used only in the morning, | May be used with 
Morning | Informal | before noon. anyone. 
What’s up | Informal As a response to ‘Hey’, Used between friends 
folk ‘Hello’ or ‘Hi’. or equals. 
Activity 5 
i cooperation 


ii innovative/ready to experiment. 
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iii soft spoken/encouraging/ understanding, kind/affectionate (any 
other that can be justified), 
iv approachable. 
v dedicated/inspiring/innovative. 
vi understanding/compassionate/friendly/affectionate/hardworking/ 
dedicated. 7 
. vii; open-minded/ready for change/ positive. 


Activity 6 


Iam 

They are 

The job scenario is 
Many young women are 
This is 

...another trend is 

The young are 

Tam 

But most of us are 


OW AAUN Pw = 


Activity 7 


There are people who ask me whether I am the same man that I was in 1920, 
or whether there has been any change in me. You are right in asking that 
question. Let me, however, hasten to. assure that I am the same Gandhi as I 
was in 1920. I have not changed in any fundamental respect. I attach the same 
importance to non-violence that I did then. If at all, my emphasis on it has 
grown stronger. There is no real contradiction between the present resolution 


‘and my previous writings and utterances. 


(Excerpts from Gandhi’s ‘Quit India Speech, 8 August, 1942) 
Activity 8 


Hindustan Times is the paper that brought out the news of the birth of 
the quadruplets. According to the news each of the babies weighs about 
500 gms and is doing well. Three of them are girls. Everyone in the 
pediatric department of the hospital is surprised since neither of the 
parents has any history of twins in the family. 


On the other hand, the father is a worried man since he does not earn 
much. Five thousand rupees is a very small amount of money if one has 
to feed four babies, he feels. He has two options. Either his brother or his 
sister/adopts two of the babies, or he seeks the help of ‘Women for 
Women’. Women for Women is a non-government organization that 
provides help to needy families with girls. 


Activity 10 


l IV 
a st 

a VV 
4 I 
= ae 1 


Tape Script: Dialogues - 


I 


Amina Khan: 


` Anjali Gupta: 


Amina: 
Kavita: 


II 
Sahil: 
Shaheena: 


Sahil: 


Shaheena: 


Sahil: 
Shaheena: 


m 
Sameer: 
Mahendra: 


Sameer: 
Mahendra: 
Sameer: 
Mahendra: 


Tina: 


Sameer: 


Hello Mrs. Gupta. It’s nice that you’ve come. 


Thank you. I’m glad to be here, too. Let me introduce my 


friend Kavita. Kavita’s just come from Bangalore. Kavita, 


this is: Mrs. Khan. Mrs. Khan is the Headmistress of the 
Primary School, where I teach. 


Welcome to Trivandrum, Kavita. I’m glad you’ve come. ‘ 


Hope you enjoy yourself here. 


Thank you so much, Mrs. Khan. 


Hi Shaheena! 
Oh Hi, Sahil! What are you doing here? 


Glad to meet you-here. It’s my mother’s birthday at the end 
‘of the week and I have come here to get a gift for her. What 
are you doing here? 


Oh, what a coincidence! It’s my mother’s birthday early next 
week. I have come here to shop for a present for her too! 
Why don’t we look for something for our mothers together? 


That’s a great idea. I was thinking of buying her a wrist 
watch. 


I could buy my mother a watch too. Shall we go to the 
“Watches Section”? 


Hello! I’m Sameer. 

Hi! I’m Mahendra. You are new here, aren’t you? 

Yes, I’ve joined the school today. Have you been teaching 
here long? 


Not really. I joined this school a year ago. Welcome to the 
school. I hope you like it here. 
Thank you. 


Come, I'll introduce you to some teachers here. This is Tina 
Kumar. Tina, this is Sameer.. He has joined in Sunita’s 
place. Sunita left last month. 


Hello! Nice to have you in the school. 


Thank van 16 265 
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IV (In the library) 


Sameer: 


Kamal Tiwari: 


Sameer: 


Kamal: 


Sameer: 


Kamal: 


Sameer: 


y 


Atul Batra: 


Rahul Khurana: 


Atul Batra: 


Rahul Khurana: 


Atul Batra: 


Activity 11 


Word 


Q. on A a & W NY = 


> 


Number 
of letters 


w SAMa MA eS a N 


Hello! I’m Sameer. I’m the new English teacher. 


Hi! Pm Kamal Tiwari. I’m the librarian. Can I help you? 


Well, I’m actually looking for some books. Could you tell me 
where ELT reference books are kept? 


Sure. They’ re kept in the third book shelf on your right. 


Thanks, Mr. Tiwari. I’m also looking for ‘Grammar for 
Beginners’ by Dorothy King. It is published by Cambridge 
publishers. Do you have the book? 

Yes, we do. You can find it in the bookshelf at the for end of 
the library. 


Thank you so much. 


Hello! Can I speak with Anita Khurana? 
Well, Anita is not at home. May I know who is on the line?’ 


This is Atul Batra calling from HDFC Bank. I’m doing a 
survey for the bank and wanted to ask Anita Khurana a few 
questions. Mrs. Anita Khurana is one of our preferred 
customers, you see. f 


I’m Anita’s brother. I’m afraid Anita will be back quite late 
at night. You can call tomorrow morning and speak with her. 
I’ll leave a message for her. 


Thank you so much 


| 


Number of .Word Number of Number of 
sounds letters Sounds 
6 11 10 8 

5 12 4 

4 13 4 

5 14 3 

6 15 10 8 

3 16 5 4 

6 17 5 3 

4 18 9 5 

5 19 6 5 

6 20 6 4 


Activity 12 


I don’t agree 

of time and energy/money. 

do so without attending an in-service course/take a short course in 
a particular skill on their own. 

may be true 

have to be trained through (these) specially designed 

not sure/not sure I agree with you. 

how to teach well/ the latest methodology too. 

update/improve their 

more interesting/ more innovative by experimenting with new 
ideas. 

give it a try/try bringing a change in their teaching 
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UNIT 2: USING LANGUAGE AT SCHOOL 


Structure 


2.0 Objectives 

2.1 Warm Up 

2.2 Filling Up a Questionnaire _ 

2.3 Interacting with Students at School 

2.4 Reading Comprehension: Doing Away with Exams 
2.5 Vocabulary 

2.6 Writing 

2.7 Grammar and Usage: Modal Auxiliary Vers 

2.8 Pronunciation: Sounds of English 

2.9 Summing Up 


2.0 OBJECTIVES 


In this Unit you will: 


° discuss amongst yourselves about teachers you liked/did not like. 

e read about positive ways of interacting with students. You will then do a 
role play where you will interact with students. 

° pronounce correctly and practice the vowels and consonants of English, 

° ‘improve’ your reading skills by reading two passages. You will attempt 
different types of questions which will teach you how to infer and 

_ attempt an analysis. 
e expand your vocabulary by doing a aoe puzzle. 
° do activities using modals. 


2.1 WARM UP 


Activity 1 


Have you seen the movie “Taare Zameen Par?” If you have, you can answer 
the following questions: 


1 Why, according to you, is Ishaan inattentive in class? 
How would you describe the English teacher? 

3 Do you think the Hindi teacher is able to understand a slow learner’s 
needs? How does he communicate with the class? 

4 What do the actions and language Of the Drawing teacher convey about 
him? 

5 What advice would you like to give to the three teachers? 


2.2 FILLING UP A QUESTIONNAIRE 


Activity 2 


Recall the days when you were a student ofan elementary class (I to VII) and 
answer the following questions by ticking off the relevant column in the 


response sheet. The ‘Yes’ in the response sheet indicates the reason for liking 
your teacher, whereas ‘No’ indicates the reason for disliking your teacher. 
The ‘I don’t know’ column indicates that you don’t know whether you liked 
or disliked the teacher. ; 


Having filled in your response sheet, exchange it with your friend’s response 
sheet to know her/his views on the subject. 


The Teacher I liked/didn’t like Yes No I don’t know 


l One who frequently talked to me 
and solved my immediate problems. 
2 One who patted me with appreciation 
and gave words of encouragement. 
3 One who never appreciated me publicly. 
4 One who never insulted or scolded me. 
5 One who never encouraged me to 
challenge myself: 


6 One who always advised me without 
hurting my ego. 
zi One who never bothered about my 


performance and didn’t care to advise me 
how to better my performance next time. 

8 One who always spoke in a polite way. 

9 One who made fun of me by discussing 
my weaknesses. 

10 One who always spoke in the language 
that I could understand. 


11 One who always explained things and 
instructions clearly. 
12 One who was neither too strict nor too 


lenient to me. 
13 One who didn’t have too many ‘don’ts’ 
for the students. 
14 One who clearly visualized what the 
students wanted to do or didn’t want 
to do at a particular time in the class. 
15 One who respected me, my personality, 
my ideas, and my friends. 


Total Number: | Yes No Idon’t know 


Activity 3 


Now think of your favourite teacher. Why did you like her/him? What were 
her/his special qualities? Then think of the teacher whom you liked the least. 
Write one thing that he did that you still remember and it still hurts. 


ewan aiia aa 8 hh Od ee 
2.3 INTERACTING WITH STUDENTS AT SCHOOL 


Activity 4 : 


A Discuss the kinds of interaction that normally take place in a classroom. 
For example, issuing instructions, giving advice, and so on. 
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B Discuss the vocabulary, structures, modals (if any) used for these 
interactions. 


For RPs: Elicit from participants the different kinds of interactions 
that take place in the classroom. 


The teacher interacts with the students in or outside the class’ for the 
following main purposes: 


1 Issuing Instructions + Advice ` 


The following words and expressions used by a teacher have been received 
well by the students: 


i Please, take out your English book, note-book and pencil. 
ii Make a straight line, please. 

iii Please talk quietly, one at a time. 

iv Could you close the door, please, it is very cold outside. 
v Could you copy the words from the board quickly? 

vi Thank you. 

ii -That’s nice of you. 


2 Making Suggestions 


It has been experienced that words and expressions like: Let’s ......... 
WE ........., Why don’t you........:.; It would be a good idea’ IE MeT Å 
immediately establishes a bond between the teacher and the students, which 
is a prerequisite for effective learning. Example: i ; 


i — Let’s go on a picnic, it is very pleasant today. 

ii Now that we have completed our project work, shall we go to the 
movies? 

iii | Why don’t you attend the yoga camp, I really benefitted from it. 

iv It would be a good idea if we all meet the principal after school. 


3 For Appreciating 


Appreciating a person even for small achievements lays a strong foundation 
for bigger success. The following words and expressions have been found 
extremely useful and effective in encouraging students to better their 
performance: Well done! Keep it up! Beautiful! Wonderful! Fantastic! 
Unbelievable! I’m highly impressed! So thoughtful of you! ete. 


4 For Encouraging 


The following words and expressions go a long way to encourage even an 
ordinary student to improve his or her performance: 


i I never knew you speak/write so well! 

ii You can do still better than this. 

iii You are really creative, and if you just improve your spelling... 
iv There’s a lot of potential in you, you need to tap it. 


Using Language 


5 Showing displeasure or disapproval at ae 


We often find it difficult to accept criticism sportingly. At times, we are so 
allergic to it that it defeats the purpose for which the criticism was made or 
displeasure shown. Students are no exception to it. The following are some 
of the words and expressions that students find difficult to digest. These 
should be avoided. 


i Disappointing. 


ii Untidy. 
iii Poor work. 
iv Redo 


L 
Note: Avoid using negative remarks in all circumstances as they don’t serve 
the purpose for which they are meant i.e. improving the students. Express 
your displeasure or disapproval tactfully, without hurting the ego of your 
students: You could use comments like the following: 7 j 


° Perhaps you may like to do it again. 
° Please use the dictionary tò check your spelling. 


Activity 5 


Read the following dialogue. Does this kind of interaction actually happen in 
the classroom? Make this dialogue more plausible and natural and then enact a 
role play. You may like to shorten some of the dialogues and perhaps change 
them entirely. 


Role Play 


_ (The teacher enters the class. The students stand up to greet her. She 
responds to their greeting and makes certain enquiries from them.) 


Teacher: Which of you have not yet submitted your project in English? 


` (Many students raise their hands.) 


Teacher: Ruhan, what is wrong with you? You are the monitor of the class. 
The class-monitor is supposed to be the role-model for the rest of the students 
of the class. 


Ruhan: Sir, I couldn’t complete it due to the hospitalization of my father. I 
think I will take another two-three days to complete it. I'm awfully sorry for 
the delay. 


Teacher: Alright, I’m sorry that your father was ill. How is he now? But, 
would you please finish this work quickly within two-three days? I will feel 
happy if others also finish their project work within the minimum possible 
time and submit their project by the end of next week. I’m afraid I will not be 
able to give you more time than this. You know how particular our principal 
is about the submission dates. I’m sure you would not like my position to go 
down in the eyes of our principal. 


Ruhan: Sir, don’t worry about anything. We would not let you feel small. We 
are extremely sorry for the delay. Kindly forgive us this time. I'll definitely 
submit the project work of the entire class next week. 
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Teacher: Thank you for your assurance. Would you please honour this 
assurance? 


Ruhan: Definitely Sir, Thank you very much. 


Teacher: Now, let’s learn to produce the vowel sounds correctly, which is so 
important for effective communication. 


2.4 READING COMPREHENSION: DOING AWAY WITH 
EXAMS 


Dear Papa, 


This is in answer to your letter about my transgression. Yes, my first rank 
slipped to the second. You advised that I should think before answering the 
papers. Yes, the operating word ‘think’ did make me reflect and these are the 
results of those reflections. 


Father, we’ve never really been close and I can’t rightly say you’ve been my 
friend, philosopher, guide, etc. yet, I would like you to be aware of my 
thoughts. They are very important to me. You are highly educated and you 
provide very well for the family. But in your departmental store, do you apply 
Pythagoras’ Theorem or Newton’s: Law of Gravity? For that matter, does 
your doctor friend or your lawyer brother? 


Papa, my grandfather speaks of a carefree and beautiful childhood, of days 
spent in plucking mangoes and guavas from their orchards; of picnics on the 


subject: and living and experiencing, the major Subject. Father, is he fibbin g? 
Or is it possible that the world has turned topsy turvy in just about 70 years? 


Papa, my grandmother is semi-literate. Yet, she is at peace with her pots, 
pans, her flowers and garden, her Bhagvad Gita and Scriptures. My mother, 
highly qualified, is highly strung, tense and nervous. Do you think literacy 
makes us restless, afraid and frustrated? : 


Oh Papa, last week, my rose plant almost died. Some pests. I asked my 
Biology teacher what I should do to save it. And she was cross. She said, 
“Go ask the guy who keeps gardening things. He’ll tell you”. We learn about 


Papa, once I asked my grandmother how she got to be so wise. Do you know 
what she said? By living and experiencing. And she laughed as though I had 
asked something which was so obvious. Are we living Papa? Or is life by- 
passing us? What I fear is that if | were to meet Newton face to face, I would 
fail to recognize him, so busy am | learning about him! You know, just like 
that boy, Vinu, in that award winning film. He prattles on-“the Hibiscus is 


red”- a hundred times, but in his book, he colours it yellow. Are we missing 
out on the essence of life? 


Anyway Papa, do you know where I lost that quarter mark that brought about 
my fall? It was a fill-in-the blanks. I held that I was invited to tea and my 
teacher was adamant that he was invited for tea. 


A matter of grammar. And Papa, if he says George Bush is the President of 
India, it will have to be so. If he Says the sun rises in the west, so be it: and if 
he says the earth is flat, it will be, my Papa. At least on my answer papers. 
My first rank is at stake, you see. Still, my dearest Papa, I shall keep your 
advice in mind and try not to lose any quarter marks. 


As always, 
Your ever obedient son, 


Rahul 


P.S.: Your eyes will not see this anguished plea, my father. This was only to 
lighten my over-burdened heart. It is not all arteries and muscle. It feels too. 


(from: The Hindu) 


Activity 6 
| Answer the following questions: 
i How intimate was the relationship between the father and son? 


Pick out the lines which reflect your answer. 


ii, Write five lines on the childhood of Rahul’s grandfather. What 
do you think Rahul’s childhood is like? 


iij In what ways is Rahul’s mother different from the 
grandmother? 


iv What does Rahul think is wrong with his education? What 
would he really like to learn? 


Vv What do you think is Rahul’s opinion about his biology and 
English teacher? Discuss. 
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vi On receiving this letter Rahul’s father immediately picks up the 
telephone and says ..... Write out the telephone conversation. 


Quite clearly, Rahul is disillusioned with the method of teaching 
followed in his school. Complete the table below with ideas you form 
after you read Rahul’s letter, together with your own ideas. 


How education is imparted How education should be 
imparted 


Rahul writes the letter to his father after he is scolded for his 
‘transgression’. What role does Rahul’s father play in his education? 
What are Rahul’s expectations? Complete the table below using ideas 


‘from the letter together with your own ideas/understanding of Rahul’s 


predicament. 


What Rahul’s father does What Rahul expects 


Rahul’s grandparents have had a carefree and beautiful childhood in Using Language 
which they ‘lived and experienced’ things as part of their education. at School 
What is Rahul’s perception of the difference between their times and 

his? Has the world really turned topsy-turvy in just 70 years? Complete 

the following comparison: 


Life Then jj Life Now 


2.5 VOCABULARY 


Activity 7 


1 


Complete this crossword puzzle with words related to examinations. 


i estimating the performance of students 

ii anxiety before an examination 

iii a candidate appearing for an examination 

iv the decision of an examiner in terms of numbers or grades to show 
- how a student has performed in an examination 

v . different courses of study that are taught in a school or college 

vi _ information/comments on one’s performance in any activity 

vii a decision about the quality of the performance of students 

viii a way of working, organizing or doing something in which you 

follow a fixed plan 
ix how well one does in an activity. 


x when the performance is extremely good. 31 
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2.6 WRITING 


Activity 8 


Imagine you are Rahul’s father. After the telephone conversation you decide 
to write a letter to Rahul. What would you write? Write your letter and read it 
to the other participants. i . 


2.7 GRAMMAR AND USAGE: MODAL AUXILIARY 
VERBS 


1 Modal Auxiliaries, such as May, Might, Can, Could, Must, Ought to, 
Shall, Should, Will, Would are verbs that can be used to convey more 
than one function. These verbs convey the meanings of possibility, 
probability, capacity and ability, certainty, intention, necessity/ 
obligation, offers, permission, prediction, requests, suggestions/advice. 


2 These verbs are used: 


i To seek or grant permission or make requests (may, might, can, 
could) ; 

ii To express intention on the part of the speaker (will, shall, would) 

iii To make predictions about the present and future (will, would, 

. could) 

iv To express obligation/compulsion/necessity (should, must, have to, 
need to) 

v __ To express ability/inability (can, could, will be able to) 


Modals Seeking / Granting Permission (May, Might, Can, Could) 


Read the following dialogue between an anxious son, Rahul and the doctor 
attending on his father jn the Apollo Hospital and notice the use of Modals. 
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Rahul: Could I see my father, Pradeep Kumar, Doctor? (making a request) 


Doctor: I’m afraid, you can’t see him now. You can see him after two hours. 
He is still sleeping after the operation. (granting permission) 


Rahul: Doctor, how is he? Could I see him through the peep-hole at least, 
doctor? (making a request) 


Doctor: Yes, of course. You can also go inside the room along with the nurse 
on duty. (granting permission) 


Rahul: May I also take my mother along with me to see my Father? (seeking 
permission) 


Doctor: Yes, you may. But please don’t speak to the patient. He needs 
complete rest after this major operation. (granting permission) 


Rahul: Can my mother stay with the patient till he recovers, doctor? (seeking 
permission) 


Doctor: She may, but I might not be able to issue an extra attendartt’s pass for 
it. 


Rahul: That’s not very important for us, doctor. We need only your 
permission. Thank you, doctor. 


Doctor: Bye, Rahul. 
Activity 9 
Write a letter 


Work with a partner. Imagine that you want to visit a museum with your class. 
Write a polite letter to the museum director. In your letter, make requests and 
ask permission to do the following things: 


° You want to see a special collection or department — for example, the 
dinosaur. 


° You want permission to take photographs. 


e You want the director to arrange for a museum tour with a guide for two 
hours. 


° You want to know the cost of the tour for a group of thirty pupils. 
Activity 10 


Guessing Game 


You are going on a trek to a jungle. Work in groups. Make a list of 10 objects 
that would be useful or necessary in a jungle, for example: a knifé, a box of 
matches, a sleeping bag and so on. 


One pupil leaves the room. The class chooses one object from the list. When 
the pupil returns he/she must guess the object by asking only three questions 
with can you / could you/ ....? 
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Pupil: Can you cut with it? 


Class: Yes, you can. Or No you can’t. 


2.8 PRONUNCIATION: SOUNDS OF ENGLISH 


1 There are 44 sounds in English language, but unfortunately there are 
only 26 letters of the alphabet to represent them. As such, people whose 
mother tongue is other than English find it extremely difficult to produce 
these sounds correctly — their pronunciation is often faulty. This 
necessitates the learning of phonetic symbols on the part of all those 
who are keen to speak English correctly. 


2 Farther, the variation in the pronunciation of consonants may. not cause 
much difference in the meaning of the words, but. the production of 
vowel sounds does, if they are not properly and distinctly pronounced. 


3 It may also be noted that a, e, i, o, u are only vowel letters and not just 
sounds. The following are the Vowel sounds, with their universally 
understood transcriptions. These are 20 in number. 


The Consonants of English 


English has 24 consonant sounds in all. Listen carefully to the following 
consonant sounds and look at th. symbol that represents each sound. Repeat 
the key word. i 


SI. no. Symbol Key Word 
1 /p/ as in pen 
2 /b/ as in bed 

3 fila \ne as in tea 

t /d/ as in deed 
5 /k/ as in cat 

6 /g/ - as in get 

7 /t0/ as in chin 
8 /d3/ as in June 
9 /m/ as in man 
10 /n/ as in net 
11 /n/ as in bring 
12 /f/ as in fun 
13 Ivi as in veil 
14 /0/ as in think 
15 /ð/ as in then 
16 /s/ as in sale 
17 Izl as in Zoo 
18 NM as in ship 
19 Íz as in pleasure 
20 /h/ as in hat 
21 /1/ as in lake 
22 Irl as in rest 
23 il as in yard 


24 /w/ as in watch 


Learning the Consonant Symbols Using Language 
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Notice that of these symbols only seven - tÍ, dz, n, 0, 6, Í, 3 are not familiar and 
need to be learnt. The other symbols are the same as the letters of the alphabet. 
Though the symbol /j/ is the same as the letter j of the alphabet, it is 
pronounced as in the first letter of the word yard. 


Now listen to those sounds and sound distinctions that constitute problems for 
Indian learners from different parts of the country. 


i Consonants /f/ and /v/ 


Listen to the following words with /f/ and repeat them. 


/f/ 

fallacy afford brief 
favour prefer calf 
fertile refine leaf 
fiend refuse proof 
photo trophy graph 


It is necessary to maintain a distinction between /f/ and /v/ apd /v/ and 
/b/. To practice the difference between them, listen to the ete pairs 
of words and repeat each pair. 


/f/ Ivi 
fail veil 
fine vine 
file vile 
foil voile 
off of 
leaf leave 
/v/ and /b/ 


To practice the difference between /v/ and /b/, listen to the following 
pairs of words on thé audio recording and repeat them. 


Iv Mbl 

vet bet 

vote boat 

vow bow 

curve curb 

van ban 

very berry/bury 


ii Consonants /s/ and /z/, /s/ and //, /s/ and /t\/, /{/ and /tf/, /z/ and /d3/ 
are contrastive and we must make a distinction between each pair. 


Listen to the difference between /s/ and /z/ in the following pairs of 
words and repeat them in pairs. 


ne EE ee ee 
"The slanting lines are used to differentiate the sound from the spelling. 
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Ísl Izl /s/ 
sip zip peace 
sue ZOO rice 

` seal zeal place 


lzi 


peas 
rise 
plays 


Make a list of other pairs to distinguish between /s/ and /z/. 


Note: The plural forms of nouns, the 3 person singular forms of verbs 


and the 3™ person possessive forms 
following three ways. 


of nouns are pronounced in the 


a /iz/ after the consonants /s, z, J, z, t, d3/ 


kisses bushes messages 
horses garages Raj’s 
Alice’s watches judges 
Dickens’s witches’ 
fetches 

b /s/ after the consonants /p, t, k, f, 6/. 
caps Dick’s 
stops chiefs 
it’s laughs 
pats Ruth’s 
pots cat’s 
hits 

c  /z/ after all other consonants and all vowels 
boys man’s loves 
rags China’s plums 
leaves officers’ runs 
buds employees’ > saves 
goes she’s flies 


/s/ and /f/ 


My 

chassis machine 
ship marshal 
shine official 
shock partial 
sugar brochure 
shudder position 


Isl M Isl 
self shelf parcel 
sift shift ass 
sign shine mess 


sip _ ship 


First listen to some words with the consonant /f/ and repeat them. 


moustache 
crash 
brush 
flash 
créche 
smash 


Now listen to the difference between /s/ and /I/ in the following pairs of words 
and repeat each pair. 


MM 


partial 
ash 
mesh 


/s/ and /tf/ 


Generally, Indians from the north-eastern region find it difficult to make a 
distinction between /s/ and /tf/, and /{/ and /t//. 


Listen to the following pairs of words with /s/ and /tf/ and repeat them in pairs. 


/s/ ni 
seat cheat 
seek cheek 
side chide 
sill chill 
hiss hitch 
sore chore 

MN and /tf/ 

To practice the difference between /{/ and /t{/, repeat the following pairs of 

words. 
I nti 
share chair 
sheet cheat 
shin chin 
ship chip 
shoes choose 
shop chop 


Another distinction which it is important to make is between /z/ and /d3/. 
Look at the following pairs of words and listen to them. Then repeat each pair. 


/al /d3/ 
ZOO _ jew 
pays page 
rays rage 
hues huge 
zealous jealous 
zest jest 


iii 


Write down as many words as you can with the consonants M/ and /tf/, 


and /z/ and /d3/. Read all the words aloud taking care to maintain the 
distinction between each pair. 


Another sound we find difficult to produce is / 3/ as in pleasure. In 
place of this consonant, most Indian speakers tend to use the consonants 


/d3/ as in jam, /z/ as in zoo, or /j/ as in yes. Listen to the following words 
with / 3/ and repeat them. 


ly 
casual barrage 
confusion camouflage 


division. garage 
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occasion massage 
provision prestige 

iv /r/ 
In the Standard British English the consonant /r/ as in ring, wrong, wrap, 
current, generally does not occur in the final position in words. The 
letter r in the final position in words such as actor, higher, butter is 
pronounced as /t/ only when they are followed by vowel sounds in 
connected speech as for example in the following phrases. 
The actor + in a play 
Higher + and higher 
Butter + and cheese 
In American English on the other hand, r in the spelling is pronounced as 
/t/ in all positions. 

v /v/ and /w/ 
The consonant /w/ as in watch, is different from the consonant /v/ as in 
view. In India, most of us tend to use the Hindi consonant /0/ for both 
/w/ and /v/: 
Listen to the difference between the two sounds in the following pairs of 
words, and repeat each pair. 
ivl /w/ 
vale/veil whale 
vane/vein/vain wane 
veal wheel/weal/we’ Il 
veered j weird 
vent went 
verse worse 
Write down some more pairs of words to practice the difference between 
/v/ and /w/. 

Activity 11 

A Look at the following sets of words. You hear only one word of each set 


of three on the audio recording. Tick the word you hear. 


i fan ban van ii pace page pays 
ferry berry very bus budge buzz 
foil boil voice cease siege seize 
feign bane vain race rage rays 
fail bail veil gorse gorge gauze 

iii seep cheap sheep 
sip chip ship 
sore chore shore 
sin chin shin 
sue chew shoe 


u 


B Write down five words (other than the words we have used as 
examples) to illustrate each of the consonants. 


/J, tl, £, 3, v, z, s, w/. 


* Please consult answer to (11A) at the end of the pronunciation section. 


Vowel Sounds (20) 


Listen to the following vowel sounds and look at the symbol that represents 
each sound. Repeat the key word. 


1 
2 
3 
4 
5 /a:/ 
6 
7 
8 
9 


10 hue? 


1 Jy 


12 /el 


as in 
as in 
as in 
as in 
as in 
as in 
as in 
as in 
as in 
as in 
as in 


as in 


bit, kit, pit, sit, lip, bill, mill, kill 
sea, see, key, seat, beat, meet, meat 
pet, get, men, set, hen, ten, bend 
pat, hat, cat, rat, man, apple, tap 


car, arm, calm, father, last, heart 
cut, but, hut, rub, must, Hise tub 
pot, lot, got, top, hot, nod, blot 
core, bought, sought, caught, court 
put, look, shook, hook, cook, hood 


boot, hoot, coup, tooth, loot 
curse, rehearse, search, cur, burst 


about, again, announce, attain, account 


Double Vowel Sounds (Diphthongs) 


Combination of two vowel sounds is called diphthong. While producing these 
sounds the voice glides from one vowel to another. For all purposes they are 
vowels only. These are 8 in numbers. So the total vowel sounds are 20 


(12+8) 


_ 


ler 
lar/ 
lay 
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laul 


as in 
as in 
as in 
as in 
as in 
as in 
as in 


as in 


pain, page, bay, say, tray, play 
buy, bye, sky, my, tie, fly, guy 
boy, noise, soil, oil, boil, toil 
peer, beer, seer, tier, mere, cheer 
there, tear, bear, pear, glare, care 
moor, cure, pure, tour, sure, poor 
go, so, blow, home, comb 


cow, now, how, bow, loud, sound 
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Practice these minimal pairs. 


1 


/i:/ 
seat 
heal 
reach 
green 


meals 


/1/ 
will 
tin 
sit 
hid 
miss 


/er/ 
main 
saint 
fail 
raid 
wait 
/e/ 


men 
ten 
send 
guess 
lend 


lul 


pull 
full 
should 


/ ar/ 


buy 


tie 


/\/ 
sit 
hill 
rich 
grin 
mills 
/e/ 
well 


ten 


file foil 
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coat cot 

note not 

road rod 

soaks socks 

won’t want 

hope hop 

rob robe 
Poem 


Listen to the poem and then recite it yourself. 


Walking Tall 

Whenever I see 

A new block go up, 

I think of us as kids, 

Impatient to grow; 

How slow it seemed at first, 

The others so far ahead, 

Above — 

Almost out of sight. 

(Would we ever reach your height?) 
Then, overnight, 

There we were 

Up there among the best of them, 
And there we remain — 

Stuck on the top 

Of our separate buildings 

(Alan Maley, from ‘Poem into Poem’, Cambridge University Press) 


Activity 12 
Read the poem. Get into groups and discuss. 
i The title of the poem. 


ii What do the children desperately wait? 
iii What does “separate buildings” indicate? ål 
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iv What are the ways to “unglue” ourselves from our separate buildings? 
How should we do it? 


2.9 SUMMING UP 


In this unit, you have seen some clippings of the movie ‘Taare Zameen Par’ 
and discussed issues emerging from them. You have introspected about your 
own school days and about the teachers you liked/disliked. The Reading 
passage which is in the form of an unwritten letter from a distressed son to a 
father further dealt with issues relating to our rather unsatisfactory education 
system where marks are priviledged over true learning. Modals are often used 
in our interactions with students and have been discussed in some detail in the 
Grammar section. The pronunciation part deals with the consonants and 
vowels of English with an emphasis on those areas which cause difficulty to 
Indian learners of English. The poem given at the end is for you to recite and 
enjoy. 


Answer to Activity 11 A 
i van ii page iii sheep 
ferry : buzz sip t 
boil cease sore 
vain rays chin 
fail gauze shoe 


Answer to Activity 7 


i Assessment 
ii Stress 

iii Examinee 

iv Marks 

v Curriculum 
vi Feedback 
vii Evaluation 
viii System 

ix Performance 
x Excellent 


UNIT 3: USING ENGLISH AT SCHOOL 


Structure 


3.0 Objectives 

3.1 Warm Up 

3.2 Reading Comprehension 

3.3 Grammar: Modals of Obligation/Compulsion/Necessity 
3.4 Writing: a Paragraph 

3.5 Summing Up 


3.0 OBJECTIVES 


In this Unit you will: 


° discuss how to make an analysis of the correct ways of interacting with 
colleagues, administrators and parents; 

e read and comprehend two reading passages to improve your 
understanding of different types of texts; 

° attempt to understand words in context; 

° be exposed to and practice the use of some more modal auxiliary; 

e reflect about your school and write a brief report; 


3.1 WARM UP 


Narration 1 


On the way to school, Saniya looked at the speedometer — the needle was 
almost at 80. She tightened her grip on the accelerator. The air whistled into 
her ears through the small gap between the helmet and her head. The cold 
morning breeze fell on her face. 


Reaching the school, she heard the ringing of the bell. The 150 meters stretch, 
from the parking shed for the two wheelers to the office room, was covered in 
a single breath. 


At the office a memo was waiting for Saniya. 

“Saniya, did you see the memo?” Asha, her colleague, asked her. 
Saniya raised her eyebrows interrogatively. 

‘A memo?’ “Where is it?” 


Her voice sounded unseemingly rough. 


Soon the peon came with the memo. She has been given charge of 12 B. The 
notorious class of the school. Asha who was in charge of that class has been 
transferred to another class. 


Saniya looked up at the peon. “Why this sudden change?” she asked. 
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“May be the principal has faith in your ability.” Asha replied in a mocking 
tone. Though she was about to continue, Saniya’s sharp glance silenced her. 


Asha slipped away from the staff room. Saniya rushed to the principal’s room. 


Activity 1 


Participants get into groups and prepare a conversation between the Principal 
and Saniya. Each group must enact their version of the conversation. You may 
use some expressions from the enrichment box. 


Enrichment Box: The participants’ attention may be drawn towards 


the following expressions. 
e Thank you : Thank you indeed; Thank you so much TO THANK 


e Tmsorry... 

APOLOGIZING 
Could you... MAKING REQUESTS 
Would You... 
I'm afraid... EXPRESSING 
DISAPPROVAL 


I fear... 
I think... 
I feel... 


EXPRESSING ONE’S OPINION 


As far as I’m concerned... 


Just a minute... DISCUSSIONS/INTERRUPTING 


e Could I interrupt you here ... 


e Could I make a point ... 


e Excuse me, before you go on, could I... 
Let sun 


Why don’t we... MAKING SUGGESTIONS 


e Should we not ... 


e Shall we... 


e That’s wonderful. AGREEING/SUPPORING OTHERS’ OPINION 
e Ifully agree with you. 


That’s what I also feel. 


I’m afraid I don’t agree. DISAGREEMENT 
I don’t think so. 


I ‘m afraid we are digressing 


That’s not the point, Sir/Madam 


Activity 2 


Get into groups and enact a role play in which there is a staff meeting focusing 
on interaction with the principal and colleagues. The issues / agenda are given 
below: : 


Issues/Agenda 

ə Holding Annual Sports Day/Prize distribution 

e Allocation of Duties 

e. Proposals -Discussion 

ə Resistance/Supporting suggestions or orders/accepting the assignment 


| For RP: To prepare cue cards for the Principal, staff secretary, those who 
support or oppose. 


3.2 READING COMPREHENSION 


Passage 1 


Read the following passage carefully and answer the questions that follow: 


My business here is to teach you, and I shall do my best to make my teaching 
as interesting as possible. If any time I say anything which you do not 
understand or with which you do not agree, I would be pleased if you would 
let me know. Most of you will be leaving school within six months or so.... 
Bearing that in mind, I have decided that from now on you will be treated, not 
as children, but as young men and women, by me and each other. When we 
move out of the state of childhood certain higher standards of conduct are 


expected of USA AHA y is cence mess 


As from today there are certain courtesies which will be observed at all times 
in this classroom. Myself you will address as ‘Mr. Braithwaite’ or ‘Sir’ — the 
choice is yours; the young ladies will be addressed as ‘Miss’ and the young 


men will be addressed by their surnames.........+++++++ 


There was a general gasp at this, from boys and girls alike. 
Potter was the first to protest. 
Why should we call ‘em ‘Miss’, we know ‘em. 
What is your name? 
Potter. 
` I beg your pardon. 
Potter, Sir. (The Sir was somewhat delayed.) 


Thank you, Potter....... 
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You should remember, Potter, that in a little while all of you may be expected 
to express these courtesies as part of your jobs, it would be helpful to you to 


become accustomed to giving and receiving them. 


E.R. Braithwaite (Source: I-the people’ published by NCERT Dec’ 98) 
Activity 3 
A Answer the following questions: 


i What is the situation described in this passage? 


ii What freedom did the speaker give to the students on the very first 
day? 


iii What reason did the speaker give for expecting higher standard of 
conduct from the others? 


iv What is the minimum courtesy that each one should observe in the 
classroom according to the passage? 


Ladies should be addressed as 


Young men should be addressed as 


B Do you think such a text would interest the children of today? Discuss. 


What Makes a Good Teacher? 


Look at the following ideas and say which ones are important in your opinion 
to be a good teacher: 


Knows his/her subject very well. 

Gives interesting lessons. 

Makes sure the classroom is tidy and attractive. 
Always prepares his/her lessons. 


Now work with a partner to add at least four more characteristics of a good 
teacher. 


Now, read the following passage and answer these questions: 
i Who are the teachers? 

ii | Who are the pupils? 

iii What is the reason behind the scheme? 


iv How successful is it? 


Passage 2 - The Teenage Teachers 


The best way to learn is to teach. This is the message emerging from ' 


experiments in several schools in which teenage pupils who have problems at 


school themselves are tutoring younger children — with remarkable results for Using English 
‘ at School 
both sides. 


According to American research, pupil-tutoring wins ‘hands down’ over 
computerized instruction and American teachers say that no other recent 


innovation has proved so consistently successful. 


Now the idea is spreading in Britain. Throughout this term, a group of 14- 
year-olds at Trinity Comprehensive in Learnington Spa have been spending an 
hour a week helping children at a nearby primary school with their reading. 
The younger children read aloud to their tutors. (who are supervised. by 


university students of education) and then play word games with them. 


All the 14-year-olds have some of their own lessons in a special unit for 
children who have difficulties at school. Though their intelligence is around 
average, most of them have fallen behind on reading, writing and maths and, 


in some cases this has led to truancy or bad behaviour in class. 


Jean Bond, who is running the special unit while on sabbatical from Warwick 
University’s education department, says that the main benefit of tutoring is 
that it improves the adolescents’ self-esteem. “The younger children come 
rushing up every time and welcome them. It makes the tutors feel important 
whereas, in normal school lessons, they often feel inadequate. Everyone 
benefits. The older children need practice in reading but, if they had to do it in 
their own classes, they would say it was kids’ stuff and be worried about 
losing face. The younger children get individual attention from very patient 
people. The tutors are struggling at school themselves so, when the younger 
ones can’t learn, they know exactly why.” 

The tutors agree. “When I was little, I used to skive and say I couldn’t do 
things when I really could,” ‘says Mark Greger. “The boy I’ve been teaching 
does the same. He says he can’t read a page of his book so I tell him that, if 


he does do it, we can play a game. That works.” 


The younger children speak warmly of their new teachers. “He doesn’t shout 
like other teachers,” says eight-year-old Jenny of her tutor, Cliff McFarlane 


who, among his own teachers, has a reputation for being a handful. Yet Cliff 
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sees himself as a tough teacher. ‘If they get a word wrong’, he says, ‘I keep 


them at it until they get it right.” 


Jean Bond, who describes pupil tutoring as an ‘educational conjuring trick’, 
has run two previous experiments. In one, six persistent truants, aged 15 
upwards, tutored 12 slow-learning infants in reading and maths. None of the 
six played truant from any of the tutoring sessions. “The degree of 
concentration they showed while working with their tutees was remarkable for 
pupils who had previously shown little ability to concentrate on anything 
related to school work for any period of time,” says Bond. The tutors became 


‘reliable, conscientious, caring individuals’. 


Their own reading, previously mechanical and monotonous, became far more 
expressive as a result of reading stories aloud to infants. Their view of 
education, which they had previously dismissed as ‘crap’ and ‘a waste of 
time’, was transformed. They became firmly resolved to teach their own 
children to read before starting school because, as one of them put it, ‘if they 
go for a job and they can’t write, they’re not going to employ you, are they?’ 
The tutors also became more sympathetic to their own teacher’s difficulties, 


because they were frustrated themselves when the infants mucked about’. 


In the seven weeks of the experiments, concludes Bond, ‘these pupils received 
more recognition, reward and feelings of worth than they had previously 
experienced in many years of formal schooling.’ And the infants, according to 


their own teachers, showed measurable gains in reading skills by the end of 
the scheme. 

(From an article in the Sunday Times by Peter Wilby) 

Activity 4 


1 Now complete these statements by choosing the answer which you think 
fits best. 


A The majority of the tutors in the Trinity experiment are pupils who: 


i cause discipline problems for their teachers. 
ii frequently stay away from school. 

iii are below standard in basic skills. 

iv are unable to read or write. 


According to the writer, the tutors wouldn’t normally practice reading in 
class because 


i they would find it humiliating. 

ii they wouldn’t be able to concentrate. 

iii their teachers wouldn’t consider it necessary. 
iv their teachers would get impatient with them. 


The main reason that the tutors make such successful teachers seems to 
be that 


i they enjoy being the centre of attention. 

ii they can relate to their pupils’ problems. 

iii they are never strict with their pupils. 

iv their pupils enjoy playing games with them. 


Pupil tutoring is described as ‘an educational conjuring trick’ because 


i no one understands why it works so well. 

ii it has caught the attention of the media. 

iii educational authorities are suspicious of it. 
iv — itis a simple idea with extraordinary results. 


The most significant result of the experiments so far carried out seems to 
have been that the tutors 


i learnt to overcome their fear of reading aloud. 
ii improved their pupils’ ability to concentrate. 
iii benefited from an increase in their self-respect. 
iv came to see the importance of the writing skill. 


What do you think of this experiment? Do you think it will work in your 
school? Get into pairs and discuss. Each group must make a 
presentation. 


Have you tried any innovations in your school? If you have, share it with 
the others. i 


Vocabulary 


Activity 5 


Given below are the meanings of the words/phrases given in the text. Pick out 
these words. 


New idea. 

Children staying away from school when they should be there. 

A period of time during which a teacher or university teacher can leave 
their normal teaching duties so that they can travel or study. 

A young person who is no longer a child and has not become an adult. 
Difficult to control. 

When something is made to appear or disappear as if by magic. 

Someone who can be trusted. 

Someone who does his/her task in a painstaking manner. 
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3.3 GRAMMAR: MODALS OF OBLIGATION/ 
COMPULSION/NECESSITY 


Modals of obligation/compulsion/necessity 
(should, ought to, must, have to/have got to, need to) 


Study the following dialogue between two friends to know about the use of 
modals of obligation/compulsion/necessity. 


Basu: Radha, where are you going all alone at this time of night? You 
mustn’t go out alone late at night. Don’t you know that it is not safe 
these days to move alone like this? 


Radha: I know, but what can I do? I’m looking for a taxi. I have to take my 
brother to the hospital. He is down with flu and high fever. 

Basu: Well in that case, you ought to have given me a ring. I would have 
been there at your house in less than 10 minutes. But you mustn’t 
invite unnecessary risk to your life like this. 


Radha: Thanks for your advice! But you needn’t worry about me 
unnecessarily. Since I am used to staying alone, I think I can pee 
my affairs myself, without anybody’s help. 


Note: In the above dialogue ‘would’ is the modal of indication, whereas ‘can’ 
indicates ability. The rest of the modals used herein are modals of compulsion 
or obligation. 


Must, Have to/Have got to 


Both ‘must’ and ‘have to’ should be used to express necessity/ 
obligation/compulsion but are used in different contexts. 


Example: 
i You must wear woolen clothes in winter to be warm. 


ii You must go for a regular morning walk to lose weight. 


In the above sentence the speaker feels that a particular action is necessary. 


Now look at the following sentences: 

i We have to win this match to be able to survive in the series. 

ii We have to clear the entrance test to get admission in English Honours. 

iii We have to reach the school at 9.00 a.m., everyday, but today I have got 
to reach by 8°o clock due to rehearsal for the annual function. 

Here in these -sentences the use of ‘have to’ indicates compulsion to get the 

desired result. 


‘Have got to’, however, indicates temporary compulsion. 


—_ 


Note: ‘Must’ is used to express compulsion/necessity in the present tense. It is 
not used in the past tense. 


Mustn’t, Needn’t 


‘Mustn’t or Must not’ is used to imply that something is bad, so you should 
not commit the action/deed. 


‘Needn't or Need not’ is used to indicate that the suggested action is not 
necessary. 


Example: 
i You mustn’t invite him to the party. He is a big bore. 


ii © You needn’t come to the airport to see me off. I can manage on my 
own. 


Note: We can also use ‘don’t need to’ or “don’t have to’ in place of ‘needn't’. 


Should and Ought to 


Both ‘Should and Ought to’ convey similar meaning. They express some kind 
of duty or obligation. They are mostly interchangeable. 


` Study the following example: 


i You ought to look after your aged parents well. 


ii | We should treat others well before we expect them to treat us well. 


Note: ought to has an objective meaning whereas should expresses more 
subjective meaning. i 


Need to 
Study the following sentences to know how ‘need to’ is used. 


il You don’t look well. You need to go for a thorough medical check up. 


ii You are getting late for the show. You need to hurry up to avoid public 
wrath. 


iii You have put on a lot of weight. You need to exercise daily. 


Need to is used to describe actions of immediate necessity. 


Modals Indicating Intentions (shall, will, would) 


Shall 
Study the following sentences: 


i I shan’t delay him unnecessarily. (expresses intention) 


ii We shall be one of the advanced countries of the world by 2020. 
(expresses intention) 
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iii You shall not touch my car anymore. (expresses strong insistence/strong 
volition) 


iv The canteen contractor shall provide eatables at the rate fixed by the 
` principal. (expresses strong insistence/strong volition) 

Will 

Study the following sentences: 

i I will give you lift if you want. (expresses willingness) 


ii Iwill accompany you to the police station to file an FIR. (expresses 
willingness) 


iii I will convey my decision within a week. (expresses intention) 

iv Wewon’t report this case to the police. (expresses intention) 

v She will complete the homework before she goes out to play. (expresses 
insistence) 

Would 


Study the following sentences: 


if Would you share your problem with me? (polite offer/invitation) 


ii Would you forgive me for this delay? (expresses willingness) 


Modals of Prediction (will, would, could) 


These modals are used to make forecasts or predictions about the present and 
future. They are also used to guess something. Example: 


i You will make new business contacts this week. (weekly forecast) 
ii Virgoans will have a lot of monetary gains this year. (yearly forecast) 


iii Next year she will marry a person of her choice. (to refer to something 
that is inevitable) 


iv (a knock on the door) That must be the plumber. (certainty) 
v That will be the plumber. (prediction) 

vi That would be the plumber. (prediction) 

vii That could be the plumber. (lesser possibility) 


Note: ‘Would’ indicates a prediction which is less likely to be true than ‘Will’ 
does. 


May/Might 


Activity 6 


1 Answer the following questions with suitable suggestions, using may (Or 
might) and the words in brackets. The first one is done for you. 


Tina: Why is Jay wearing sun glasses? It’s not sunny. Using English 
You: (have some problem with his eyes) He may have some problem - at School 
with his eyes. : 


Sudha: Why is Rani in such a bad mood today? 
You: (sleep badly last night) 


Roy: Why is Shelly looking under the desk? 
You: (drop something) 


Jatin: Where can I put my bag? 
You: (be under the bed) 


Tina: Why does Hari look so miserable? 
You: (have some bad news) __- 


Esha: Why isn’t Ritu in the office today? 
You: (work at home) 


Look at these pieces of advice and complete the sentences explaining 
why the advice should be followed. Use may or might. The first two are 
done for you. 


i You should reserve a seat on the train when you travel on holidays. 


If you don’t, you may have to stand up for the entire journey. 


ii  You’d better not carry that heavy suitcase. 
If you do, you might injure your back. 


iii You should carry a map when you visit Delhi. 
If you don’t, 


iv You should check the timetable before you pack your bag for 
school. 
If you don’t, 


v You ought not to eat too many cream biscuits. 
If you do, 


vi You'd better invite your aunt Renu to your birthday party. 


If you don’t, o=o a aa a a aaa a auauua 


vii You should have your car serviced regularly. 


TP yOu ON h ag O E E 


viii You shouldn’t go to the movies the night before your exam. 


Ifyou do, a E eS 


Complete the answers to the following questions. Use must, can’t or 
might with any other words you need. The first one is done for you. 


Aana: Can that be Anup phoning at this hour? Its gone midnight! 
You: It might be him. He said he’d phone if he passed his exam. 


Chetna: I can’t remember where I put my bag. 
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You: 


Dina: 


You: 


It . You often leave it there. 
Where did Pranav get that new guitar? He hasn’t got any 


It . After all, it was his birthday last 


Rashmi: Why did Meera ignore me at the party last night? 


You: 


She . She wasn’t wearing her glasses. 


Farah: Do you think Sheena told the boss I left work early yesterday? 


You: 


She . She left early yesterday too. 


Fill the gaps in the sentences with must (n’t), need (n’t) or should (n’t). 


i 


iii 


vi 


Weve run out Of paper tts et. RENN ys get some more in 
the morning. 
b o) MAS WANE finish that report tonight if you’re too tired. 


Midday tomorrow is the deadline. 


What aren you! doing herev im ar e ess. you be at the 
meeting in office? 


Hesreally) A e AES have told his brother about this deal. 
It was supposed to be absolutely confidential. 


VOW sis .s.cennes eee make so much noise. We’ll be asked to 
leave otherwise. 


Pm going-torbedn troubles Poiran TOR Ao, have posted 
these books yesterday afternoon and completely forgot. 


Complete the second sentence using the correct form of must, need, 
should or have to without changing the meaning. 


me 


iii 


It is vital to wear a helmet when you ride a motorbike. 
You must wear a helmet when you ride a motorbike. 


I expect we’ll get the contract because we offered the best price. 
We offered the best price so we 


It isn’t necessary for us to spend a long time in the museum if it’s 
not interesting. 


We 


You 


I made far more sandwiches than we needed. 
E E See tvenays eke oh nacre teeit ate so many sandwiches. 


vi Its essential that the teacher doesn’t find out what I’ ve done. 
My father......... Re AAA RANA R AIMEE IRR Cael oe os Garay Fo tah ool 


vii In my opinion it would be wrong for them to move house now. 
I don’t: think: they acc.c.t-c¢ tegesas eea e a ee e anra ete aa En aha a 


viii My colleague offered me a lift so it wasn’t necessary for me to call 
a taxi. 
As my colleague offered me a EAA AA 94 R 


3.4 WRITING: A PARAGRAPH 


Activity 7 


Being at school does not necessarily mean that you are satisfied with 
everything that happens at your school. There may be ways to improve things 


that you are unhappy about. Think about what you like and dislike about your ` 


school. Complete the following table. Discuss your ideas with your partner 
before you write them down. 


° > ° Teh i a LE Ee ee a | 
Things I like about my | Things I am not sure Things I would like to 


school about change 


Now write a paragraph on what changes you would like in your school. 


Dees SS ee 


35 SUMMING UP... isu igor sages LE 


This unit primarily deals with interactions with your colleagues and the 
Principal and we have listed the expressions that you may like to use from 
time to time with them. We have included two reading passages from school 
situations — both of them pertaining to “different” children and ways of 
handling them positively. The Writing section is an activity where you can 
introspect about the school you are teaching in and think about ways to bring 
about a change. 
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UNIT 4: ASKING QUESTIONS 


Structure 

4.0 Objectives 

4.1 Warm Up 

4.2 Listening Comprehension 

4.3 Reading Comprehension , 

4.4 Grammar: ‘wh’, Inverted, Negative and Tag Questions 
4.5. Vocabulary 

4.6 Listening and Speaking: Role Play, Interviewing People 
4.7 Writing: Preparing a Questionnaire for An Interview 
4.8 Pronunciation: Stress Patterns in Words 

4.9 Recitation 

4.10 Answers 

4.0 OBJECTIVES 


At the end of this unit you will be able to: 


4.1 


listen and understand the purpose and meaning of different types of 
questions; r 

read questions in context and understand their import, purpose and 
expected responses; y 

use appropriate vocabulary in order to ask questions for various 
purposes; 

apply your knowledge of grammar to frame questions; 

ask and answer questions in different contexts; and 

use appropriate stress patterns in words. 


WARM UP ` 


What am I thinking of? 


Here is a guessing game for you to play. You must ask yes/no questions to get 
to the answer. Here is an example: 


A: 


Yyy D> n a> y > wy 


I am thinking of something. Can you guess what it is? 
Is it in this room? 

No, it isn’t. 

Can you eat it? 

Yes, you can. 

Do you cook it? 

No, not normally. 

Is it a fruit? 

Yes, but I don’t know its name. 
Is it round? 

Yes. 

Would you need a knife for it? 
No, not really. 

Is it orange in colour? 


A: Yes. 
B: Is it an orange? 
A: Yes, you’re right. 


You need to ask specific questions to guess the name of the object quickly. 
You may play this game in small groups too. 


You just did an activity that needed you to ask questions, listen to the response 
and think of the next question without much lapse of time. You and your 
teacher had an exchange in which you were participants in communication. 
Both needed to pay attention and respond almost immediately. Moreover, 
there was an information gap to be filled. Curiosity was the motivating factor 
in this interchange. Hope you found it interesting. 


4.2 LISTENING COMPREHENSION 


Listening to questions 


In daily life, we need to listen to different things which come to us. in 
utterances at varying speeds and accents. The length of the utterance too 
‘varies. Sometimes we need to listen carefully, trying to catch the details, as in 
announcements, but most of the time we only listen in order to understand the 
gist or the main points. We remember the gist and not the exact words of the 
speaker. In fact, we listen just as we read. We do not pay attention to every 
bit of the utterance. We note the structures and the basic flow of the speech, 
predicting, conjecturing, observing body language and paying attention to 
intonation and stress in order to comprehend the actual import of what we 
hear. At points, we may interrupt the speaker and ask questions to make sure 
we understand. At times, the speaker may repeat himself/herself. 


You will now listen to an excerpt from a story. Listen and answer the 
questions given in A. 


Listen to the excerpt a second time, this time a little carefully, pausing the CD 
player if required, and answer the questions in B. 


Listening Text 


One day, Sadhan Babu returned from his office to find a large, square parcel 
lying on his table. His first reaction was to think it had come to him by 
mistake. 


His belief grew firmer when he discovered the parcel bore no name on it. 


‘Who brought it here?’ he asked his servant. Na 
‘Someone came this afternoon and left it with Dhananjay.. He said it was for 
you’ 


Dhananjay worked for another tenant on the first floor, Shoroshi Babu. 
‘Did he say who had sent it? What does it contain?’ 


‘No idea, sir.’ 


“Well!” 
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Sadhan Babu sat down on his bed and stared at the packet. It seemed big 
enough to hold a large-sized football. But it was impossible to guess who had 
sent it. 


He rose from the bed and picked it up. How heavy it was! At least five kilos. 


For RP: What do you expect the packet to contain? Why do you think so? 
Listen further to our story. 


Sadhan Babu tried to remember the last occasion when he had received a 
parcel. Ah yes, about three years ago, an aunt of his had sent him some 
mango cake. She had died six months later. He had no close relatives left. 
He never received more than a couple of letters a month. So a parcel was a 
rarity indeed. If only there was a note on it! But who knows-perhaps the 
sender had indeed enclosed a note and Dhananjay had lost it. He must speak 


to Dhananjay. Sadhan Babu decided to talk to Dhananjay. 


For RP: Why did he believe that Dhananjay had lost the note? What do 
you expect to be Dhananjay’s answer? 


Sadhan Babu went downstairs. Dhananjay was busy pounding spicy masala 
when Sadhan Babu found him. He left his work and came to meet Sadhan 
Babu. q 


‘Br.... Did someone leave a parcel with you today saying it was for me?’ 
‘Yes, sir.’ 

‘Was there a note with it?’ 

“Why—no!’ 

‘Did he say where he was from?’ 

‘He did mention a name — Madan, I think, he said.’ 

‘Madan?’ 

“Yes, that’s what he said.’ 


There was no one called Madan among Sadhan Babu’s acquaintances. 
Heaven knows what the man had actually said. Dhananjay was undoubtedly 
an idiot. 


‘Was there no letter or any other paper with the parcel?’ 
“Yes, there was a receipt. My Babu signed it.’ 

“You mean Shoroshi Babu?’ 

“Yes, sir.’ 


But Shoroshi Babu could not help either. He had indeed signed the receipt for 
Sadhan Babu, but did not notice the name of the place the parcel came from. 


Sadhan Babu returned to his own room. It had grown quite cool in the 
evening. Winter was round the corner. And so was Diwali. Crackers and 
rockets had started going off in all directions. 


Boom! There went a cracker. And, in that instant, a cold shiver went down his 
spine. 


A time bomb! 


Could there be a time bomb inside the parcel? God — it could go off any 
minute and end his days on earth! 


For R P: What do you think the parcel actually contain? 


x From ‘Sadhan Babu’s Suspicions’ by Satyajit Ray 
The Puffin Book of Funny Stories, © Penguin Books India Ltd. 
Activity 1 


A. Based on your understanding of the passage you just listened to, 
complete the sentences below. 


i Sadhan Babu needed to make so many enquiries about the 
packet because 


ii What was the information that Sadhan Babu wanted to know 
about the packet: 


BA WHO. seis E e a E E E oiainenss ? 
aS t AEE E E resi T T EA ? 
CC Whats E OEE sete E ura sieges sinaieieniys ss alie renner eitanin ts ? 
d Did it have am eeaeee aeee aar nsec sees er iene eens ? 
e Was there a ...eessseesisnereeeine along with it? 
iii Only na fact was clear from all the questioning. Sadhan Babu 


learnt that it had been sent by a person called 


iv Since Sadhan Babu was unable to get vital information about 
the packet, he wondered if the packet 


v The detailed enquiries that Sadhan Babu made showed that he 
WAS A A E E T E E E R swieaipct® 
vi Shoroshi Babu had not noticed the name of the place or other 


details on the receipt because 
B Answer the questions given below. 


i ‘Who would send him such a packet?’ What does this question mean? 
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ii ‘Did he say who had sent it? What does it contain? What do these two 
questions in quick succession show about Sadhan Babu’s state of 
mind? Í 


iii ‘Er....did someone leave a parcel with you today saying it was for 
me?’ What is the function of this question? Initiating conversation or 
having a confrontation? 


iv ‘Yes, there was a receipt. My Babu signed it.’ 
‘You mean Shoroshi Babu?’ 
What is Sadhan Babu doing here? Enquiring or confirming? 


v ` What does the question ‘Could there be a bomb inside?’ actually 
connotes? 


4.3 READING COMPREHENSION 


Here is a passage for you to read. Read it and answer the questions that 
follow. 


Reading Passage 


‘Officer!’ said Mr. Fang, throwing the paper one side, ‘What’s this fellow 
charged with? 


‘He’s not charged at all, your worship,’ replied the officer. ‘He appears 
against the boy, your worship.’ 


His worship knew this perfectly well, but it was a good annoyance, and a safe 
one. 


‘Appears against the boy, does he?’ said Fang, surveying Mr. Brownlow 
contemptuously from head to foot. ‘Swear him!’ 


Mr. Brownlow’s indignation was greatly roused; but reflecting perhaps, that 
he might injure the boy by giving vent to it, he suppressed his feelings and 
submitted to be sworn at once. 


‘Now,’ said Fang. ‘What’s the charge against the boy? What have you got to 
say, sir?’ 


‘I was standing at a bookstall’ — Mr. Brownlow began. 


‘Hold your tongue, sir,’ said Mr. Fang. ‘Policeman! Where’s the policeman? 
Here, swear this policeman. Now, policeman, what is this?’ 


The policeman, with becoming humility, related how he had taken the charge; 
how he had searched Oliver, and found nothing on his person; and how that 
was all he knew about it. i é 


‘Are there any witnesses?’ inquired Mr. Fang. 
‘None your worship,’ replied the policeman. 


Mr. Fang sat silent for some minutes, and then, turning round to the 
prosecutor, said in a towering passion, ‘Do you mean to state what your 
complaint against this boy is, man, do you not? You have been sworn. Now, 
if you stand there, refusing to give evidence, I’ll punish you for disrespect to 
the bench.’ 

(from Oliver Twist) 


Activity 2 
A Answer the questions based on your understanding of the passage you 
read. 


i Where is the event taking place? Mention the sentences that indicate 
this. 


ii | Who has been charged? Who is the complainant? 


iii Who is Mr, Fang? What kind of a temperament does he seem to have? 
Pick the sentences that illustrate this. 


Why? 
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ii 


iii 


4.4 


Does the case have any witnesses? Why does Mr. Fang need witnesses? 


Find the following. 


Pick the question(s) in the passage that is/are asking for information. 


begin? 


Pick the questions which have a tag at the end. What purpose does the 
tag serve? 


Suppose Mr. Fang had asked, ‘Aren’t there any witnesses?’ what would 
it have meant? 


‘Do you mean to state what your complaint against this boy is, man, do 
you not? This question indicates that Mr. Brownlow wanted to pursue 
the case aggressively. (Say whether the statement is true or false.) 


GRAMMAR: ‘WH’, INVERTED, NEGATIVE AND TAG 


QUESTIONS 


Why and What Questions ~ 


For RP: Elicit from the participants the reasons why people ask questions 
through questions like: 


When do we ask questions? 
Do we always ask question to get information? 


We ask questions for various purposes. These are: 
Seeking information 

Initiating conversation 

Seeking confirmation 

Seeking approval 

Requesting - 

Making suggestions 

Even for making a statement as you have seen in the listening passage. 


Having discussed the different purposes the RPs then ask the participants to. 
think of different kind of questions. 


The expected list of types of questions is given below. 


1 ‘Yes/No’ questions which are also inverted questions and begin with a 
verb. (Did he say who sent it?)These seek confirmation. 


2 ‘Wh’ questions which are used to seek information begin with question 
words like ‘who, why, what, when, where and how’. 


3 Questions in order to make requests. These begin with modals. 
‘Would you mind/Could you.../May I..... 


> 


4 Questions beginning with ‘Shall...’ are often used to make 
suggestions. ‘Shall we stop for a cup of tea?” 


5 Tag questions which are used for confirmation like “You don’t like 
coffee much, do you?’ 


6 Statements spoken with a rising tone to indicate enquiry as ‘Madan?’ 
We use the mark of interrogation in writing for such questions. 


We need to remember that body language plays quite a significant role in 
conveying our actual meaning based on our mood, relationship with the 
listener and our feelings. Hence an inappropriate body language may 
convey a meaning we had not intended to convey. 


‘Wh’, Inverted, Negative and Tag Questions 


Now that we have heard and read different kinds of questions let us look at 
their structures. 


i ‘Wh’ questions : Question word + verb + noun phrase + 
verb/participle +mark of interrogation 
ii Inverted questions : Verb (auxiliary) + noun + main verb + noun 
(Yes/no) phrase + mark of interrogation 
iii Negative questions : Question word + verb + not + participle + 


prepositional phrase + mark of interrogation 
iv Requests as questions: | Modal+ noun+ verb+ noun phrase 


v Tag questions : Inverted question+ verb (or verb+ not)+ noun+ 
mark of interrogation 
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Activity 3 


A 


Complete the conversation below using appropriate question-words. 


Gurjeet, Sumita and Rehana have decided to play detectives and find out 
who drops funny notes in their mail boxes. They are waiting for the 
culprit near Rehana’s house. Sumita has not come yet. Put in appropriate 
question words to complete the questions that Gurjeet asks. 


Gurjeet: EATE eels Sumita? dain is ehe late? 

Rehana: Oh, she had to go somewhere. 

Gurjeet: did she go at this time? 

Rehana: To the stationers. 

Gurjeet: To the stationers? for? 

Rehana: She wanted to buy a hand lens. To help us read the 
handwriting better. 

Gurjeet: Ah, that makes sense. But at this time? Couldn’t 


she have gone earlier? 
Rehana: She was busy reading ‘How to be a good detective’. 


Gurjeet: Hahaha. She will make a good detective, won’t she? 


Ramani has damaged his cell phone. He takes it to the nearby electronics 
shop for repair. Put in a verb (positive or negative) to complete the 
questions. There may be more than one possible answer. 


Ramani: Good afternoon, sir. you sell cell phones? 
Mr. Pillai: Yes, we do. What kind do you want? 


Ramani: Oh no. I don’t want to buy any. you repair cell 
phones as well? 


Mr. Pillai: Not really. But perhaps I can help you? (Takes the cell 


phone from Ramani’s hands) it ring? 
Ramani: No it doesn’t. 
Mr. Pillai: you tried sending a message with this? 
Ramani: Yes, I did. It shows nothing. 
Mr. Pillai: @____— you check this out with the recipient of your 
message? 
Ramani: Oh, I didn’t think of that. it totally gone? 


Mr. Pillai: I can’t tell for sure. Leave it with me for some time. I 
shall check it out. 


Ramani: you give me a receipt for this? 
Mr. Pillai: For this run down cell phone? If you insist, I will. 
Ramani: you offended? 


Mr. Pillai: No, I am not. I'm just pulling your leg. (Laughs) 


C An outing for the teachers is being planned. Mrs. Garima Singh, Ms. 
Poonam Choudhary and Mr. Rakesh Jena are in charge. They are 
discussion the outing. Read the conversation and complete it using 
appropriate modals or other auxiliary verbs. 


Garima Singh: Let’s look at the opinion poll regarding the 


choice of place for the outing. Who 
given in the response yet? 


Poonam Choudhary: As per my list about eight have not responded. 


everyone informed? 


Rakesh Jena: Yes. We put up the notice and distributed the 


opinion sheet to everyone. All promised to 
respond by yesterday morning. Why 

we ask Mohan to go round and ask 
these eight people orally? 


Garima Singh: You could do that but it be better if 


we waited for a day? 


Rakesh Jena: we waited for a day already? Do we 


need to wait anymore? 


Poonam Choudhary: See, everyone’s busy with the evaluation. 


They may not have had a chance to look at it. 
we give them a little more time? 


Rakesh Jena: You are right. Perhaps we should. 


David is having problems with his parents. There seems to be a complete 


break down in communication. David seeks the help of the school 
counsellor. Here is part of the conversation he had with her. Complete 
the sentences by inserting appropriate question tags. The first one is 
done for you. 


Aditi: 
David: 
Aditi: 

David: 


Aditi: 


David: 


Aditi: 


David: 
Aditi: 


David: 


Sit down, David. You are in XI B, aren’t you? 
Yes, ma’am. 
You can trust me. What is bothering you, David? 


It is about my parents. They don’t understand me one bit. I'll 
tell you everything. I hope you will understand ? 


Yes, David. I shall try to if you tell me exactly what the 
problem is. They don’t scold you too often, ? 


Oh, yes. They nag me all the time. Nothing I do seems right 
to them. We have terrible arguments. At times I refuse food 


because I am so angry. 


That doesn’t make your mother very happy, ? And 
starving oneself out of sheer anger is no solution, ? 


Yes, ma’am. 


You will tell me, honestly all the issues of discord, 
9? 


Okay. 


d 
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E Mariam is traveling in a train. Soon she gets an old lady as a companion 


on the next berth. The lady needs a lot of help. Here is the conversation 
between the lady and Mariam. Complete her requests and offers with 
appropriate question words. 


Lady: Hello, my dear. you help me with the suitcase? 
It’s rather big and I can’t move it alone. 


Mariam: Sure Ma’am. (Drags it inside the compartment) 


Lady: you please put it under the seat? I would need to 
take my medicines out in the night. 


Mariam: (Pushes it under the seat) that be all right? 


Lady: Yes, dear. Thank you. 


Lady: Pm afraid I am bothering you a bit. you please 
close the window, if you do not mind? Dusty air is bad for 
my asthma. a 


Mariam: Not at all Ma’am. Here. Is that fine? 


Lady: Oh, thanks once again. you like some tea? I am 
going to buy some at the station. 


Mariam: Yes, please. Thank you. 


4.5 VOCABULARY 


Activity 4 


Replace the underlined words with those from the box to change the meaning 
of the questions. 


should/shouldn’t whose when would 


could/couldn’t have is how 


i Would you be surprised if you learnt that the person who invented 
‘Hotmail’ is an Indian? 

ii. Shouldn’t I come tomorrow to assist you in your work? 

iii | Which T-shirt do you wear for your matches? 

iv When does the show begin? 

v Isn’t this an ambitious move? 

vi Could you switch off the air conditioner? 

vii How can we get to Timbuktu? 

viii Shall we have the speech now? 

ix Haven't you done well! 


x Why doesn’t she come in uniform? 


4.6 LISTENING AND SPEAKING: ROLE PLAY, Sanne PRON 
INTERVIEWING PEOPLE 


Role Play, Interviewing People: 
In pairs or groups of three play the roles of: 


e Gurjeet and Rehana 

° Ramani and Mr. Pillai 

e — Mrs. Garima Singh, Ms. Poonam Choudhary and Mr. Rakesh Jena 
e Aditi and David 


Activity 5 


Look at the pictures below. Imagine what the persons in the pictures are 
saying to each other. One is asking a question and the other is responding. 
Play their roles. f à 


Scene 1 


(Context: Father is unable to find the car keys. Looks for them in the most 
unlikely place) 


(Context: Child wonders what made Father so angry. Grandmother explains 
the reason.) 
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(Context: Policeman accosts a man sleeping on a roadside bench at night. 
Asks him if he has a home. The man answers that he does, but is afraid to go 
there.) ; 


Scene 3 


(Context: Lady is curious about the fact that the dog is carried in the pram. 
68 Child has been told to be kind to animals.) 


4.7 WRITING: PREPARING A QUESTIONNAIRE FOR 
AN INTERVIEW 


Preparing a questionnaire for an interview 


Rahul has to do a project on public awareness with regard to global warming. 
He needs to find out the opinion of his friends, classmates, teachers and 
people in the neighbourhood regarding global warming. He has to draft a 
questionnaire to gather the required information. 


In groups of four prepare a questionnaire that Rahul might require. It might 
include the following: 

i Personal information 

ii | Understanding of the concept of global warming 


iii Suggestions as to how an ordinary citizen can help 


Activity 6 


Work in groups of six. ; 
Write the questions you would ask in order to complete the questionnaire 
below. 


Use the items as the cues. One question has been done for you. Of course for 
item (iii) no question will be asked. 


i _ Remember that we need to be very polite while approaching someone for such 
polls. We need to request them for their time and thank them for giving us the — 


time at the end. We also need to greet them very politely. 


Opening/Introductory question: ........--.+0+eseersceeeeeeetecsseeeesteereeeeecees 


1. | What is your name/May I know your name, sir/madam? 


N E a E N E R OE ET T E AS init o a a a mt Stan 0 
Bessecp DIGI.. t Rae AI o od E ee R ASTES EO ASAA EDAS EEAS RAN SEAE 
A E EE E A EE a a e O AE AE E eataa AA 


seer weer reece ee rneserenr en onas 
ER SESE. LDD ERLE ele AUIS AE pia Biel ENA ea arin S/R ess, RRR aE 20 


OOO AEE org ae wiarsinjan(evp' ale N S TETI A ee ee ees a R a a a ai 


PE AN A RO NE E rir E E A T CIT aed a iat 


EE A T A a A A N E Ske ek. S 


d ARE ea aa n E A A a T a a a A 


N aa a a D aara a AA 
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Opinion Poll on Global Warming 


Personal Information: 

FNAME es ai A EEO D. ABESE RE e 3. Sex: M/F 
A> Professio. uc. ceccsccsa- 2 AAA a eae ae ar a Eana aeee eree 
5. Residential Address: ...........seceeceseseecneneeececesneeeseeeeeeeeensnerena ences 
6. Office Address: ieee. dbs ces eae e eae e a ea eA eaaa ienee eere eet ee 


9. Suggestions: 


Activity 7 


Collate the data in the form of an informal report. You may mention the 
number of people you interviewed, their places of work, percentages with 
their perception of global warming, percentages of the suggestions received. 
Your remarks about people’s perception of the issue of global warming. 


4.8 PRONUNCIATION: STRESS PATTERNS IN WORDS 


Consonants and vowels combine to form a word. Every English word must 
have at least one vowel, but it may or may not have a consonant sound. A 
vowel, in other words, is central to a word. A consonant, on the other hand, is 
optional. The words eye, ear, oh, ah, for example, have only one vowel but no 
consonants. All, cat, spoil, spilt, on the other hand, have one, two, three and 
four consonants respectively, in addition to one vowel each. 


All three words have only one vowel each and are therefore words of one 
syllable each. However, many English words have more than one vowel and 
therefore have more than one syllable. In other words, there are as many 
syllables in a word as there are vowels. For example, the words thirteen (thit- 
teen) and shortage (short-age) have two vowels and therefore two syllables 


each, the words disappear (dis-ap-pear) and educate (e-du-cate) have three 
vowels and therefore three syllables each. 


Listen to each of the following words and repeat it. 


Here are a few examples of words stressed on different syllables. Listen to 
each word and repeat it. 


i Words stressed on the first syllable: 


ii 


Words stressed on the second syllable: 


Two-syllable words Three-syllable words Longer Words 
'husband 'literature 'aristocrat 
_'stomach ‘character ‘benefactor 


Two-syllable words Three-syllable words Longer Words 
nar'rate ap'pendix par'ticipant 
bal'loon ef ficient ridiculous 

iii | Words stressed on the third syllable: 

Three syllable words Four-syllable words Longer Words 
guaran'tee - appli'cation irre'sponsible 
engineer appa'ratus satis'factory 

iv Words stressed on the fourth syllable: 


civili'zation 
exami'nation mechanization 
partici'pation inferi'ority 
The above lists clearly show that stress in individual words has to be learnt 
individually. 


Functional Stress 


There are a number of two syllable words (but certainly not all of them) which 


function both as noun (or adjective) and as verb, e.g., conduct, convict, etc. A 


Whenever such words occur in sentences, the stress is (a) on the first syllable 
when they are used as noun or adjective, and (b) on the second syllable when 
used as verb. The following examples illustrate the point. 


Listen carefully to the stress on the words in italics: 
i (a) Her ‘conduct is good. (noun), 
(b) She conducts herself well. (verb) 


ii (a) What is our ‘import policy? (adjective) 
(b) We import this item from the USA. (verb) 


iii (a) He was present here yesterday. (adjective) 
(b) Please pre'sent your case. (verb) 


iv (a) Tell me the object of your visit. (noun) 
PN T nh tert to vour proposal. (verb) 
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v (a) The ‘convict was arrested. (noun) 
(b) He was convicted by the judge. (verb) 


Activity 7 


Make the stressed syllables in the italicized words in the following sentences. 

You can also listen to these sentences on the audio recording. 

i How many students are absent today? 

ii He absented himself from the meeting. 

iii They bartered farm products for machinery. 

iv Try to channel your abilities to something useful. 

v Two parties have combined to form a government. 

vi The general commanded his men to attack the city. 

vii. He seems content just to sit in front of the television all night. 

viii He contented himself with light snacks even though he could have had a 
full meal. 


ix T like the style of this book but I don’t like the content. 


x Everything in her story is correct to the smallest detail. 


Different Patterns of Stress in Related Words 


Primary stress Primary stress Primary stress Primary stress on 
on first syllable on second syllable on third syllable fourth syllable 


‘photograph pho'tographer photo'graphic 

‘democrat de'mocracy demo'cratic 

‘diplomat dip'lomacy diplo'matic 

‘family fa'miliar familiarity 

‘mechanism me'chanical © mecha'nician mechani'zation 
e'xamine exami'nee 


exami'nation 


49 RECITATION 


Read the poem aloud with appropriate stress and rhythm. 
Questions 


Why is the rocking horse rocking? 
Why does it rock in the windless air 
Of the sunny verandah — why 

Does it rock when there’s no one there? 


(Source — Learning to Communicate. Course book 7, S.K. Ram and Paul 


Why is the swing door swinging? 

Why does it swing at the foot of the stair? 
Why, like the chair, does it keep on moving 
Back and forth, when there’s no one there? 


Why is the door bell ringing? Why 

Does it ring through the empty flat 
When there’s nobody pressing the button 
And nobody stand on the welcome mat? 


Something has happened here. What can it be? 
Why have they all gone away like this? 

Why are the windows all open? And why 

Does that record keep turning, hiss upon hiss....? 


Gunashekar. Oxford University Press, 1998.) 


Get into groups and discuss why do you think such an unusual event 
happened? Give a presentation of your version of what could have happened. 


4.10 ANSWERS 


Activity 1 


A 


iii 


vi 


Sadhan Babu needed to make so many enquiries about the packet 
because it came in his absence. Moreover he was not expecting any 
packet. 


The basic information about the packet included: 


a Who had sent it? 

b Who brought it/carried it? 

c What did it contain? 

d Did it have an address? 

e Was there a note along with it? 


Only one fact was clear from all the questioning. Sadhan Babu learnt 
that it had been sent by a person called Madan, someone he did not seem 
to know. 


Since Sadhan Babu was unable to get vital information about the packet 
he wondered if the packet was dangerous or contained a bomb to harm 
him. 


The detailed enquiries that Sadhan Babu made show that he was an 
anxious person / a fussy person. 


Shoroshi Babu had not noticed the name of the place or other details on 
the receipt because it appeared harmless and he was merely doing a 
neighbourly duty. : 
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ii 


iii 


The question means that he did not expect anyone to send him any 
packet. He was not used to receiving packets. 


This shows how anxious he was on getting an anonymous packet. He 
was a suspicious person. 


‘Er...did someone leave a parcel with you today Saying it was for me?’ 
This question has been used to initiate conversation. 


iv What is Sadhan Babu doing here? Enquiring or confirming? 
Confirming. À 

v It reveals the state of mind of Sadhan Babu. It also tells us what type of 
person he is. 

Activity 2 / 

A 

i It is taking place in the office of the magistrate, Mr. Fang. Sentences like 
‘What’s this fellow charged with’ and the address , your worship’, the 
term ‘officer’ and ‘policeman’ all indicate that they are in the smaller 
court of the magistrate. 

ii A young boy has been charged. Mr. Brownlow is the complainant. 

ii Mr. Fang is the magistrate. He seems to be a pompous person with an 
irascible temper. 
a ‘surveying Mr. Brownlow contemptuously from head to foot. 

“Swear him!’ 
b ‘Hold your tongue, sir?’ said Mr. Fang. 
c Now, if you sand there, refusing to give evidence, I’ll punish you 
for disrespect to the bench, 
iv No. Mr. Brownlow is not allowed to proceed with his complaint. 
v 


No there aren’t any witnesses. Without witnesses Mr. Fang cannot verify 
the truth of either Mr. Brownlow or the boy’s statements. 


B Find the following: 


i 


Pick the question/s in the passage that is/are asking for information. 
a *...what’s this fellow charged with?’ 

b ‘What’s the charge against the boy?’ 

c ‘What have you got to say, sir?’ 

d ‘Where’s the policeman?’ 

e ‘Now, policeman, what is this?’ 


Pick the question/s that is/are being used for confirmation. How do they 
begin? 


a ‘Appears against the boy, does he?’ 
‘Are there any witnesses?’ 


c ‘Do you mean to state what your complaint against this boy is, 


man, do you not?’ 


= de 


iii Following two questions have a tag at the end: 


‘Appears against the boy, does he?’ 
‘Do you mean to state what your complaint against this boy is, man, do 
you not?’ 


The tag serves the purpose of confirming the fact stated, or seeking 
consensus. 


iv It would have meant that he- knew there were no witnesses. It would 
have also meant that witnesses were important in the case. 


© y No, it appears that Mr. Brownlow is in two minds or is dithering. This is 


causing the magistrate some irritation. 


Activity 3 


Complete the conversation below using appropriate question words: 


A 
Gurjeet: | Where is Sumita? Why is she late? 
Rehana: Oh, she had to go somewhere. 
Gurjeet: | Where did she go at this time? 
Rehana: To the stationers. 
Gurjeet: To the stationers? What for? 
Rehana: She wanted to buy a hand lens. To help us read the 
handwriting better. 
Gurjeet: Ah, that makes sense. But why at this time? Couldn’t she 
have gone it earlier? 
Rehana: She was busy reading ‘How to be a good detective’. 
Gurjeet: Hahaha. She will make a good detective, won’t she? 
B 


Ramani: Good afternoon, Sir. Do you sell cell phones? 

Mr. Pillai: Yes, we do. What kind do you want? 

Ramani: Oh no. I don’t want to buy any. Do you repair cell phones as 
well? 

Mr. Pillai: Not really. But perhaps I can help you? (Takes the cell phone 
from Ramani’s hands) Does it ring? 

Ramani: No it doesn’t. 

Mr. Pillai: Have you tried sending a message with this? 

Ramani; Yes, I did. It shows nothing. 

Mr. Pillai: Did you check this out with the recipient of your message? 


Ramani: Oh, I didn’t think of that. Is it totally gone? 
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Mr. Pillai: I can’t tell for sure. Leave it with me for some time. I shall 


check it out. 


Ramani: Will you give me a receipt for this? 


Mr. Pillai: For this run down cell phone? If you insist, I will. 


Ramani: Are you offended? 


Mr. Pillai: No, not at all. I’m just pulling your leg. (Laughs) 


Mrs. Garima Singh: 


Ms.Poonam Choudhary: 


Mr. Rakesh Jena: 


Mrs. Garima Singh: 


Mr. Rakesh Jena: 


Ms.Poonam Choudhary: 


Mr. Rakesh Jena: 


Let’s look at the opinion poll regarding the 
choice of place for the outing. Who hasn’t 
given in the response yet? 


As per my list about eight have not responded. 
Wasn’t everyone informed? 


I guess so. We put up the notice and 
distributed the opinion sheet to everyone. All 
promised to respond by yesterday morning. 
Why don’t we ask Mohan to go round and ask 
these eight people orally? 


You could do that but_wouldn’t it be better if 
we waited for a day? 


Haven't we waited for a day already. I wonder 
if that'll help. 


See, everyone’s busy with the evaluation. 
They may not have had a chance to look at 


Shouldn’t we give them a little more time? 


You are right. Perhaps we should. 


Aditi: Sit down, David. You are in XI B, aren’t you? 


David: Yes, ma’am. 


Aditi: You can trust me. What is bothering you, David? 


David: It is about my parents. They don’t understand me one bit. ri 


tell you everything. I hope you will understand, won’t you? 
Aditi: Yes, David. I shall try to if you tell me exactly what the 


problem is. They don’t scold you too often, do they? 


David: Oh, yes. They nag me all the time. Nothing I do seems right 


to them. We have terrible arguments. At times I refuse food 


because I am so angry. 


| 
| 


Aditi: 


David: 
Aditi: 


David: 


Lady: 


Mariam: 


Lady: 


Mariam: 


Lady: 
Lady: 


Mariam: 


Lady: 


Mariam: 


Activity 4 


That doesn’t make your mother very happy, does it? And 
starving oneself out of sheer anger is no solution, is it? 

Yes, ma’am. 

You will tell me, honestly all the issues of discord, won't 
you? 

Okay. 


Hello, my dear. Could you help me with the suitcase? It’s 
rather big and I can’t move it alone. 7 


Sure Ma’am. (Drags it inside the compartment) ` 


Would you please put in under the seat? I would need to take 
my medicines out in the night. 


(Pushes it under the seat) Would that be all right? 
Yes, dear. Thank you. 


Pm afraid I am bothering you a bit. Could you please close 
the window, if you do not mind? Dusty air is bad for my 
asthma. 


Not at all Ma’am. Here. Is that fine? 


Oh, thanks once again. Would you like some tea? I am going 
to buy some at the station. 


Yes, please. Thank you. 


i Wouldn’t/Should you be surprised if you learnt that the person who 


invented ‘Hotmail’ is an Indian? 


ii. Need/Could/Couldn’t I come tomorrow to assist you in your work? 


iii Whose T-shirt do you wear for your matches? 


iv How does the show begin? 


v Is this an ambitious move? 


vi Would you switch off the air conditioner? 


vii When can we get to Timbuktu? 


viii Could/Couldn’t/Shouldn’t we have the speech now? 


Layee 


ix Have you done well? 


ke AW DY shouldn’t/would she come in uniform? 
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Activity 6 


Introductory question: Good morning, sir/madam. I am doing a survey. May I 
take two minutes of your time? 


vi 


What is your name/May I know your name, sir/madam? 
How old are you? Could you tell me your age? 

What do you do? 

Can I have your residential address, please? 

Could you please give me your official address? 


a. We are doing a survey on giobal warming. What do you 
understand by global warming? What does it mean to you? 


b. Do you feel there are any repercussions of global warming on the 
weather? 


c. Do you think your life has been affected in any way? 


d. What do you think will happen in the future if this goes on? 


We would like your suggestions regarding a few things. 
What do you think should be done? 


b. What would you do as an ordinary citizen to reduce global 


warming? 


c. Can you give any other suggestions for people to follow? 


d. Would you mind if we use your personal information in the data? 


UNIT 5: DESCRIBING EACH OTHER 


Structure 


5.0 Objectives 

5.1 Warm Up 

5.2 Describing Pictures of Objects and People 
5.3 Describing an Event/Incident/Experience 
5.4 Grammar: Active — Passive Voice 

5.5 Describing Processes 

5.6 Pronunciation: Stress in Connected Speech 
5.7 Summing Up 


5.0 OBJECTIVES 


In this Unit you will: 


e learn to describe each other, objects, events and incidents through 
different activities 

° read and comprehend two passages which describe events in the lives of 
people; 

e practice active-passive voice and the past tense which will enable you to 
edit your work. 

e understand the concept of stress in connected speech. 


5.1 WARM UP 


Activity 1 


Objective: Describing each other so as to know each other. This activity 
can be taken up as the first activity to get the participants to 
be familiar with each other. 


Time: 15 minutes 

Preparation: Blackboard and Chalk 

Procedure: Write the three questions on the blackboard. 
i What is your name? 
ii Where do you come from? 


iii Talk about one thing you like and one thing that you 
really dislike. 


° Ask each participant to ask his/her partner the above 
mentioned questions. 


e Give participants 3-4 minutes for this activity. 
e Ask A to describe B in a positive way. 
e Then ask B to describe A. 


Plenary: It is an enjoyable activity based on the principle of 
“Information Gap”. Participants and students meeting for the 
first time get acquainted with each other. 
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Activity 2 

Time: 30 Minutes 

Material: Pictures either from magazines or drawn and written 


Preparation: 


Procedure: 


Grammar: 


Plenary: 


instructions 


Collect 16-20 pictures of single objects or people from 


magazines or draw them. The pictures should form pairs of 


identical objects or people. You can paste them on old 
cardboards or covers of discarded notebooks. Put all the 
pictures into an envelope together with the instructions for 
the game. Note how many pairs there are. One set of pictures 
will be needed for each pair of learners. 


i Ask participants/students to sit in pairs. 


ii Mix all the pictures and lay them on the table upside 
down. 


iii Ask each pair to come and pick up one picture. 
iv The picture should not be shown to the other partner. 


v Each participant/student describes his/her picture to the 
partner without letting the partner see it. 


vi _ Participants/students can also ask questions. 


. vii If it is found that each pair has a similar picture, they 


place them on the table. 
viii If the cards are a pair, they put them on one side. 


ix If the cards are not a pair, they put them back into the 
pack. 


RPs may write on the blackboard, the tense which is to be 
used, example: 


There is a 

There are 

The boy is 

The dog is chasing the cat, etc. 


Draw attention of participants on the auxiliary verbs of the 
Present Simple and Present Continuous Tense. 


Source: Games for Language Learning 


(Andrew Wright, David Batterridge and Michael Buckby, Cambridge) 
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DT E 2i 


RP Could make pairs of these pictures. 


Activity 3 
Objective: 


Skills: 
Time: 


Material: 


Preparation: 


Procedure: 


Describing pictures, asking questions, making comparisons, 
encouraging, praising and criticizing. 


Listening, Speaking, Writing 
30 minutes 


Magazine pictures or line drawings, paper and pencils. 


Select from magazines any pictures which show a number of 
different objects. The objects should be clear in shape and 
pictures should preferably not include people. It is usually 
amusing if the objects are bizarre in some way — but this is 
not essential. 


Distribute one picture to each pair. Ask student A to describe 
the picture to B. 
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Drawing 2 


B should take a paper and pencil. 


As A describes the picture to B, B draws it on the paper. 


Example: 

A: There is a square table in the picture. It is in the middle of the picture. 
B: About here? 

A: Yes... Well, a little fu: -ner down. 

B: Is it like that? 

A: No, not quite, the legs are too long. 


When A and B have finished describing and drawing, then the original and the 
copy should be compared. 


° Variation 1: 


Then B is asked by A to add details to the existing picture. To produce. the 
nearly complete picture you would have to take a line drawing and make 
enough photocopies of it for half the class. Then white out parts of the same 
drawing before making copies for the other half of the class. A would get the 
complete piciure and B the incomplete picture. 


° Variation 2: 


This variation involves descriptive writing. Each learner is given a picture to 
describe in writing. When the descriptions are ready, they are exchanged with 
a neighbour, who must then try to make a drawing based on the description. 
When the drawings are complete, they may be compared with the originals 


and the differences discussed. Similarly questions can be asked to complete 
the pictures. 


Plenary: Discuss the communicative skills involved in these activities 
like: speaking, listening and writing. 


——— ŘE 


5.3 DESCRIBING AN EVENT / INCIDENT / EXPERIENCE 


Activity 4 

Objective: Describing an Event/Incident/Experience 
Time: 01 Hour 

Skills: Reading and Writing 


Preparation: On the blackboard write the following 


Procedure: 


How you went to school. 

What time did the school start and finish 
Your uniform 

Your classroom 

Your teacher 


Others 


Ask participants to read the text. 

Elicit from the class any specific memories of individual 
experiences of their first day at school. 

Ask each participant/student to work individually to make 
a list of things which might be included in an account of a 
first day at school. 

Divide the class into nae and ask each pair to compare 
and discuss their points. 

Finally organize the participants’ into groups of four. 
Each member from a different pair to ensure the widest 
possible exchange of ideas. 

Each — student/participant should then have a 
comprehensive list of points to think about as he/she 


Starts drafting a personal experience of “First day at 


~ school”. 


(You can also listen to it on your CD) 


First Day 


But I was still shy and half paralyzed in the presence of a crowd and my first 


day at the new school made me a laughing stock of the classroom. I was sent 


to the blackboard to write my name and address. I knew my name and 


address, knew how to write it, how to spell it; but standing at the blackboard 


with the eyes of the many:boys and girls on my back made me freeze inside 
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and I was unable to write a single letter. “Write your name’, the teacher called 
to me. I lifted the white chalk to the blackboard and as I was about to write, , 
my mind went blank; I could not remember my name, even the first letter. 


Somebody giggled and I stiffened. 


‘Just forget us and write your name and address,’ the teacher called. 
An impulse to write would flash through me, but my hand would refuse to 


move. The children began to titter and I flushed hotly. 
‘Don’t you know your name?’ the teacher asked. 


I looked at her and could not answer. The teacher rose and. walked to my side, 
smiling at me to give me confidence. She placed her hand tenderly upon my 
shoulder. What’s your name?’ she asked. ‘Richard’ I whispered.. ‘Richard 
what?’ 

‘Richard Wright.’ 

‘Spell it.’ 

I spelled my name in a wild rush of letters, trying desperately to redeem my 
paralyzing shyness. 

‘Spell it slowly so I can hear it,’ she directed me. 

I did. 

‘Now, can you write?’ 

“Yes, ma’am.’ 


‘Then write it.’ 


Again I turned to the blackboard and lifted my hand to write, then I was blank 
and void within. I tried frantically to collect my senses but I could remember 
nothing. A sense of the boys and girls behind me filled me to the exclusion of 
everything. I realized how utterly I was failing and I grew weak and leaned 
my hot forehead against the cold blackboard. The room burst into a loud and 
prolonged laugh and my muscles froze. I sat and cursed myself. Why did I 
always appear so dumb when I was called upon to perform in a crowd? I 
knew how to write as well as any pupil in the classroom, and no doubt I could 
read better than any of them, and I could talk fluently and expressively when I 
was sure of myself. Then why did strange faces make me freeze? I sat with 
my ears and neck burning, hearing the pupils around me whisper, hating 
myself, hating them. 

(Source: Writing by Tricia Hedge, ELBS with Oxford University Press) 


5.4 GRAMMAR: ACTIVE - PASSIVE VOICE 


Activity 5 
Objective: To revise active — passive voice 
Time: 15 minutes 
Preparation: Any description using the past event, or any newspaper 
cutting. 
Procedure: Distribute photocopies of the text. 
e Ask students to read individually and underline all the 
verbs. 
e Ask them to work in pairs and highlight any four verbs 
which are in Active Voice. 
e A few examples are given below: 
i The Police busted this gang. 
ii The police have arrested eleven gang members. 
e Ask students to change these verbs to passive voice and 
write them in their notebooks. 
e Ask students to read text no. 2 and repeat the same 
activity. 
Text 1 


Pickpockets with corporate style (Times News Network) 


New Delhi: They were like any other professionals, working only on week 
days and getting wages for their weekly offs. They also got paid holidays 
when they felt like taking a break. Even the work was highly organized: Each 
“employee” having a specialized job and a fixed formula for distribution of 


“profits”. But it all came to an end last week when the central district police 


busted this gang of pick pockets, which was being neatly run along the lines of 


a “company”. 
pany 


The police have so far arrested eleven gang members and claim to have solved 
several cases of pick pocketing inside moving vehicles. The gang, which was 
operational for the past one year, had a healthy picking rate of around ten 
mobiles in a day, the police said. The eleven arrested members worked in two 
groups led by operational heads, Parvez Alam and Mohammad Rehan. These 
two, referred to by code name “machine” by other members, were the ones 
who actually carried out the pick pocketing. The modus operandi was simple, 
said DCP (Central) Alok Kumar. 
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“The members of the ‘company’ would encircle the target and distract him 
while the ‘machine’ went about the task of taking out his wallet, mobile and 
other valuables. They normally picked eight to ten mobiles apart from cash 


everyday.” 


“Half of the proceeds” went to the “machine” and the rest was equally divided 


among other gang members, Kumar said. 


The gang is so well organized that the members are treated as paid employees, 


getting holidays as well as weekly offs. 


' Text 2 


Cops seize 16 cell phones 


New Delhi: The central district police arrested eleven gang members and 
claim to have solved several cases of pick pocketing inside moving vehicles 


last week. Most of the members were aged between 18 and 23. They usually 


frequented buses plying in central and north Delhi, where they had created a 


big network for the disposal of stolen articles. 


The stolen mobiles were sold to two “agents”, Sabir Ali and Khalid, who 
would in turn sell these to buyers of second-hand phones. Raids are being 
conducted to apprehend Khalid and other members of the gang. The cops have 


seized 16 mobile phones in addition to 14 SIM cards. 


Activity 6 


After reading the story ‘Catching A Thief’ change into passive voice all the 
sentences in the story that are underlined. One is done for you as an example. 


i People left their doors open. 
Doors were left open. (by the people) 


SS 


Here is another reading passage for you. Read the story and enjoy yourself. 


CATCHING A THIEF 
Story: G. Radhakrishna Pillai 
Source: PEM Magazine, July 2008 


Mullah Nazaruddin’s village was a quiet and peaceful one. There was no 


violence there. And there were no thefts! (1)People left their doors open 


- when they went out. (2)Nobody took away anything. But things changed 


suddenly. One night, there was a theft in the village. The garden tools kept in 
Giazuddin’s garden were stolen. The next night, some vessels were stolen 
from another house. There was another theft. The people were worried. 
They did not know what to do. They could not keep watch in the night. It 
was very, very cold. The villagers assembled in the market place. They 


talked about the thefts. 


(3) “We must catch the thief ’ said one of them. 
“Otherwise. it will be difficult to live here.” 

“Yes,” said another. : 

“But how do we do that?” 

“Let’s go and ask Mullah Nazaruddin,” said Giazuddin. 


“He will find a way to catch the thief.” 


So they went to Mullah Nazaruddin’s house and told him about the problem. 


“Give me two days’ time,” said the Mullah. 


“TIl find a way to catch the thief.” 


The next day, a cart came and stopped in front of Mullah Nazaruddin’s house. 


(4)The cart man took some wooden boxes and kept them in Mullah 


Nazaruddin’s-garden. 


(5)The Mullah gave him some money and he went away. 


Some neighbours came there and asked, “What is there in those boxes, 


Mullah?” 


(6) “They contain something very valuable,” said Mullah Nazaruddin. 


“After sometime I will keep them inside the house.” 
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Several people came to see the boxes. Mullah Nazaruddin did not take them 
inside the house. At night he went to sleep. But actually he did not go to 


sleep. He waited behind the door. 


After midnight, a man came that way. He had covered his body in a blanket. 
He entered the Mullah’s garden and went near the wooden boxes. (7) He 
opened a box and put his hand in. Suddenly he cried out in pain. He fell on 


the ground and cried out again. 

Some of the neighbours heard the cries and came there. Mullah Nazaruddin 
also came out and said, 

“He is the thief. Catch him.” 


(8)The people caught him and tied him to a tree. Then the Mullah said, “He 
came to steal the things in the boxes. Actually the boxes a contained 


beehive.” 


(9)The people handed over the thief to the Sultan’s soldiers. 
(10)They praised the wisdom of Mullah Nazaruddin. 


5.5 DESCRIBING PROCESSES 


Activity 8 

Objective: To make participants/students write description of processes. 
Time: 30 minutes 

Preparation: Recipe of Banana Puri 

Procedure: A simple example of the description of a process would be a 


cooking recipe. In a recipe, after the ingredients are given, 


the sequence of cooking it is also given. 


BANANA PURI 
e Peel and mash two bananas. 
¢ Sieve 2 cups of maida and add % cup ghee. 


e Add the banana pulp, | cup sugar and a pinch of salt. 
e Knead into stiff dough. 


. Keep aside for one hour. 


e Knead again and divide into equal-sized portions. 

° Form into balls. 

e Roll out into thin puris and deep fry it. 

° Drain on a paper, sprinkle with little sugar and 
cardamom powder. 

° Serve hot. 

i Ask students to use the linking devices like first, next, 
then, etc. 

ii Ask students to rewrite the recipe in passive voice. 

iii Do one example on the blackboard. “First the bananas 
are peeled and washed, then..... 

iv After they have written it, ask them to underline all 
passive verbs and linking devices. 


e Give them other topics to write e.g. 


a Getting ready for school. 


b Laying the dinner table, etc. 


5.6 PRONUNCIATION: STRESS IN CONNECTED 
SPEECH 


Given the fact that English sentences have both stressed and unstressed words, 
we ask ourselves the question: ‘How do we know which words we have to 
stress in a sentence?’ To answer this question, let us start by looking at the 
following message in a telegram: 


SEND BOOKS SPEED POST 


The message can be understood even though it is not a complete grammatical 


sentence. This is so because the words used in it carry the information the . 


sender wishes to convey. All such words that carry information and are 
important for meaning are generally ‘content’ words. Now, what sort of 
words are content words? They are: nouns, main verbs (except the verb ‘to 
be’) adjectives, adverbs, demonstratives, question-words (what, where, when, 
who, why, how, etc.) and the words yes, no and not. 


In order to expand this telegraphic message into a complete grammatical 
sentence we can add other words which are generally structure words. These 
are personal pronouns, auxiliary verbs, articles, conjunctions, prepositions, 
and ‘to be’ verbs (am, is, are was, were). Thus the expanded message would 
be ‘Could you send me the books by Speed Post?’ Since these structure words 
do not carry information or convey meaning, they are generally unstressed or 
weak, whereas content words, which do convey meaning, are generally 
stressed. (from Sadanand, K) 
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Communication A Listen to each of the following sentences on the audio recording and put 
Skills in English a stress mark in front of the stressed syllables in each: 


i P ve heard of it. 

ii Collect them for her. 

iii Why did she go away? 

iv That’s not the way to pack it. 

v ` I'm going to Canada tomorrow. 

vi Come and have some tea. 

vii You must promise you'll be good. 

viii We don’t want to frighten them. 

ix It’s absolutely impossible to open it. 

x We shan’t be in time for the meeting. 
xi Buy some vegetables from the market. . 
xii How much money have you got? 

xiii Who won the match yesterday? 

xiv Buy some tickets for the play. 

xv Someone has come to see you. 

xvi Hang them out to dry. 

xvii I haven’t heard from him for months. 
xviii Remember me to them. 

xix She’s postponed her holiday by a week. 


xx Do you think he'll be in time for the film? 


B Here are some dialogues. Listen to each dialogue and then read it aloud 
with your partner. 


Don’t drive so fast. 

Why not? There’s hardly any traffic here. 
Look at that crossing. Isn’t it crowded? 
Oh, all right. I'll slow down. 


Oo > Ww > 


It’s time to go. Are you ready? 
Not quite. I’ve got to put my papers in order. 
You can do that later. Hurry up! Put on your shoes. 


a> w > 


Just a minute. Don’t rush me. 


Ww 
> 


We're going on a picnic. Would you like to come? 


90 B : Id love to, but I'm going to be rather busy on Saturday. 


Can’t you postpone your work? 
B : No, I'm afraid not. Pm expecting some guests. They'll be 
staying for a week. 


A : Oh, what a pity! You’ll miss all the fun. 


Where’s the mobile phone? 
Isn’t it in the cupboard? 


No, it isn’t. I’ve looked for it everywhere. 


Co >. Sol) 


You must have left it in your office, then. 


5 A : Tdlike a room for two, please. 
B  : Certainly, Madam. Let me see (pause). We can give you room 
sixteen. It overlooks the river. Will that be all right? 
A : That'll be lovely. I'll take it. 


Hurry up! Everybody’s waiting for you. 


A 
B : Tmafraid I can’t come with you. 
A Why on earth not? 

B 


I’ve sprained my ankle. 


I’m absolutely famished! 
We'll have to look for an eating place. 


There’s a Chinese restaurant round the corner. 


every day. 


> 


Shall we go to the new Mughlai restaurant near the bridge? 


I'd love that. 


5.7 SUMMING UP 


In this unit, you learnt all about the art and craft of description. You described 
pictures of objects, people; you also read about description of events and 
described some events and incidents yourself pertaining to your own life. You 
also learned how to describe processes, especially recipes. 


In the Grammar section you practiced active-passive voice in context. You 
also became aware of the stress and rhythm of English. 


Oh, no! I’m tired of Chinese food. I’ve been eating it almost 
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_UNIT 6: NARRATION 


Structure 


6.0 Objectives 

6.1 Warm Up 

6.2 Reading Comprehension 
6.3 Vocabulary 

6.4 Grammar 

6.5 Writing 

6.6 Speaking 

6.7 Listening 

6.8 Narrative Poem 
6.9 Summing Up 
6.10 Answers 


6.0 OBJECTIVES - 


In this Unit you will learn: 


about some basic aspects of Narration: 

about some common errors while writing a narrative; 
to write a short story from a given outline: 

to narrate an incident from a given cue; 

the use of reported and direct speech. 


6.1 WARM UP 


Look at the pictures carefully. Describe the pictures in the form of a very 
short story and say it to your partner. 


Let’s review some aspects of Narration; 


e Narration is the most elementary type of composition which consists of a 
straightforward account of real or imaginary events. 

° The arrangement of facts is stated very simply. 

° The facts are presented in proper sequence, generally in order of the time 
of events. 

e These are then grouped into paragraphs according to the stages in the 
narrative. 


(Some common errors in writing narratives — Refer to Answers at the end 
of the Unit) 


6.2 READING COMPREHENSION 


Mrs. Brown is traveling in an empty first class compartment, with a tall and 
well-built stranger who, she is convinced, is a dangerous murderer. Let us 
read the story as narrated by Mrs. Brown herself. 


THE MAN IN THE TRAIN 


I saw him first on the platform at Victoria station — a tall, heavy, dark-haired 
man, carrying a case and a light overcoat over his arm. I was sure I had seen 
him somewhere before. I waved goodbye to my husband who had come to 
see me off, and sat in a corner seat to read a magazine. Then, just as the train 
was about to start, the tall, dark man got in. He put his overcoat and case on 
the luggage rack above his head, and sat down in the seat facing me. As soon 
as the train started, he took out a newspaper and began to read. 


I looked at him for some time over the top of my magazine. I was sure I knew 
him. I couldn’t be wrong: that heavy face, those deep, dark eyes. 
Somewhere, and not very long ago.... 
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Then suddenly I remembered — in the newspaper that morning, some pictures 
on the front page, and among them the picture of a man whom the police 
wanted to find, a man the police said was a killer. In my mind I could see 
those dark, frightening eyes looking at me from the page of the newspaper, 
Now that man was sitting here with me in an empty compartment of a train 
traveling at sixty miles an hour — a train that did not stop for over an hour until 
it got to Eastbourne. i 


I was frightened — very frightened. What should I do — pull the alarm cord 
above my head and stop the train? ‘But what shall I say to the guard when he 
comes?” I asked myself. ‘I can’t be sure this is the man. If it is him, what will 
he do if I get up to pull the cord?’ I thought. 


After a while the man put down his paper and looked out the window. As I 
watched him, I was surer he was the man in the picture. ‘A killer, who always 
used a knife,” the paper had said. Then I remembered something else from the 
newspaper story — something about a woman killed by this man in a train....... 


Afraid to move, I looked at my watch. Still another half hour before we got to 
Eastbourne, another half hour along with the killer. 


Suddenly, I sat up. 


The man’s hand was moving towards the pocket of his coat. Slowly he put his 


hand inside his pocket and took out a knife, Carefully, he opened the blade — 


pointed at the end. 


I wanted to jump to my feet and scream for help. But I could not move. Fear 
held me. Only my eyes watched the open knife in the man’s hand. Now his 
other hand began to move towards his pocket. 


‘He’s looking for a handkerchief to put over my mouth, so that no one will 
hear me,’ I thought. 


But instead..... 


(Adapted from “The Man in the Train” by Frank Candlin) 
Activity 1 


A Answer the following questions in a sentence or two. 


Where was Mrs. Brown travelling to? 
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ii Why did Mrs. Brown find the man familiar? 


iv What did Mrs. Brown want to do when she was frightened? 

v What made Mrs: Brown sit up suddenly? 

vi Why do you think the man took out a knife? 

vii List four emotions that the narrator experiences on looking at the man? 
ah ee ere. kk CUM Ny Me cu! le 

\ 

viii List four character traits of the narrator. 

B Read the story ‘The Man in the Train’ once again. What do you think 
happened when the man moved his. hand towards his pocket? Do you 
think he took out a handkerchief as Mrs. Brown had imagined? 
Complete the story in your own words. Write it in the blank space 
below. (100 — 150 words) 

id bated eer AB Maat Re rae Maree eee E RONE IRAN 

Activity 2 j 


Match the statements in Column A with those in Column B. 


6.3 


I 


I was sure I looked at my watch. 


2 | Just as the train was about to move -| b | to put over my mouth. 
3 | Afraid to move c | I had seen him 
u somewhere. 


4 | What will he do ‘d | the tall, dark man got in. 
5 | He’s looking for a handkerchief if I get up to pull the 


cord? | 


VOCABULARY 


Compound Adjectives 
Look at the following words: 


a tall, heavy, dark-haired man. 
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In this example, ‘dark-haired’ is a Compound Adjective. 


Compound Adjectives are a group of two or more words, usually written 
with a hyphen between them. Let us see a few more examples. 


Kind-hearted, well-balanced, middle-aged, blood-red, a good-for- 
nothing boy 


Activity 3 


Add suitable words to those in column A to make Compound Adjectives. You 
may write them in Column B. 


Il 


A B 


Narrow 
Snow | 
Left ae 

| Good 


Long 


Old i : 
Brand 
Absent i 

cempe ] 


Words Often Misused 


Read the two sentences carefully and put a tick on the correct one. 


° A high, heavy, dark-haired man entered the train. 


o A tall, heavy, dark-haired man entered the train. 


In the above example, the word ‘high’ has not been used correctly. 
Although ‘high’ refers to height, it cannot be used to describe the height 
of a person. Itis used to refer to the height of an object or thing. 


The word ‘high’ can be used in the following way: 
e. The goat climbed the high mountain. 


There are many such words which are often misused, Let us read them. 


e rent hire 

. accident incident 
° cool cold 

e adapt adopt 

° idle lazy 

e salary wages 

° drown sink 

° crime sin 

° official officious 
© refuse deny 


‘Activity 4 


í Narration 
Read the sentences carefully. Choose the word that is not used correctly. 
Rewrite the sentence using the correct word. 
i Mr. Govind is a very official person. 
ii “Take care, Subhash doesn’t know how to swim. He will sink.” 
iii Mother was gravely injured in an incident. 
iv In December, Shimla is very cool. 
v We rented a coolie to carry the heavy luggage. 
vi Reema will adapt a baby girl from the orphanage. 
vii The President of the company was paid very handsome wages. 
viii He refused that he had committed the theft. 
ix He’s an idle boy, he loves doing nothing the whole day. 
x Eve-teasing is a serious sin. 
6.4 GRAMMAR 
Reported Speech 
Reported Speech is also called Indirect Speech. Here, the actual words of the 
speaker are not reproduced. The speaker’s words are reported after making a 5 


few changes. 
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Example 2 I will go alone to the markét. 


Reported Speech: 
Grandfather said that he would go alone 


Rules for Changing Direct Speech into Indirect Speech 


We make the following changes when we change from direct speech to 
reported speech: 


v 
Vi. 


Vii 


Remove the inverted commas. 

Omit the comma separating the reporting verb from the actual words. 
Use ‘that’ to introduce the reported speech (statements). 

Make changes in the verb form. We make changes in the verb form 
when the reporting verb is in the past tense. But if the reporting verb is 
in the present or future (he says/He will say) no change is made in the 
verb form of the reported speech. Also, if the direct speech states a 
universal truth, there is no change in the tense of the reported speech. 
Example: 


The teacher said, “Water boils at 100° Celsius.” 
The teacher said that water boils at 100° Celsius. 


Make changes in the personal pronouns. 
Make changes in words expressing nearness and time. 


Change “said to” into “told” if said is followed by an object. 


viii Questions are reported without the question mark. If/whether are used. 


` The following tables show these changes: 


Changes in the verb forms: 
———— a ere 


Direct Speech Reported speech 
Simple present becomes simple past 
Present continuous becomes past continuous 
Present perfect becomes past perfect 
Present perfect continuous becomes past perfect continuous 
Simple past becomes past perfect 
Past continuous becomes past perfect continuous 
Past Perfect becomes No change 
Past perfect continuous becomes No change 
Simple future becomes simple future in past 
(shall, will) (would)’ 
Future continuous becomes Future continuous in 
(shall be, will be) past (would be) 
Future perfect becomes would have..... 
(shall have, will have) 
Future perfect continuous becomes would have been..... 

| (will/shall have been) 
can becomes could 
may becomes might 
might, should, ought to becomes do not normally change 


must becomes had to 


ii Changes in personal pronouns: 


Narration 


ue 


Pronouns in direct speech | 


Rules for changing them into a 
indirect speech | 


First person pronouns: 
I, we, my, our, myself etc. 


Change according to the person of 
the subject of the reporting verb. 


Second person pronouns: 
You, your, yours 


Change according to the person of 
the object of the reporting verb. 


Third person pronouns: 
He, she, it, they, his, their, 
them, etc. 


Generally, there is no change. | 


| 


If the 


reporting verb is not followed by an object, the object is generally 
considered to be the third person singular. 


Example: 


She said, “You are a fool.” 
She said to him that he was a fool. 


iii Changes in words expressing nearness of time and place: 


this becomes 


now becomes 
these becomes 
here becomes 
ago becomes 
today becomes 
tonight becomes 
tomorrow becomes 
yesterday becomes 
last night becomes 
next week becomes 


that 


then 

those 

there 

before 

that day 

that night 

the next day 

the previous day/the day before 


the previous night/the nigh 
before i 
the following week 


Changing different types of sentences from direct to indirect speech 


1 Statement or Assertive Sentences 


Rina said to Tina, “I have someth 


ing to show you.” 


Rina told Tina that she had somet 


Activity 7 


hing to show her. 


Change the following sentences into the Indirect Speech. 


i He said to me, “You have not done your assignment.” 
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ii Priya said, “T am twenty years old.” 
iii He said, “ Mother is coming this week.” | 
iv They said, “We will help you tomorrow.” 
v — Mala says, “I know her.” | 
2 Interrogative Sentences (Questions) _ 
Use ‘if? or ‘whether’ 
Mrs. Saxena said to me, “Are you a vegetarian?” 
Mrs. Saxena asked me if I was a vegetarian. 
| 

Activity 8 


i 


ili, 


iv 


3 


- Change the following interrogative sentences into the Indirect Speech. 


‘He said, “Where is she going?” 


Imperative Sentences (Requests, orders, commands, advice etc.) 


Given below are some Do’s and Don'ts recommended by the Government 
Hospital for the prevention of malaria. - 


Spread anti-mosquito repellant over exposed areas of the body. 
Wear full-sleeve clothes at night, especially if out in the open. 
Fumigate surrounding areas every fortnight. 

Cover all drains. 

Ensure no stagnant water in surrounding areas. 


Treat affected person immediately with proper medical attention. 


Do not give medication without consulting a registered doctor. 


These instructions were then reported by Smt. Sarla Devi to the members 
of the Health Board. 


The medical authorities advised the public to use anti-mosquito repellent 
over exposed areas of the body. They also advised the people to wear full- 
sleeve clothes at night, especially if they were out in the open, and 
fumigate the surrounding areas every fortnight. They instructed the 


citizens to cover all drains and to ensure that there was no stagnant water in 
the surrounding areas. They cautioned people not to give medication 
without consulting a registered doctor, and advised them to treat the 
affected person with proper medical attention. 


Activity 9 


i 


Given below are some Travel Tips prepared by Worldwide Tours and Travels, 
for a group of elderly Indians travelling abroad for the first time. Read the 
information and write it in the Reported Speech, in the blank space provided. 


Make two photocopies of your passport and airlines ticket. 


e Keep medicines in their original labelled containers. 


e Carry a copy of your prescription along. 


e Carry minimum number of valuables. - 


e Do not carry any liquid more than 100 ml in quantity. These include 


gels, hairsprays, lotions etc. > 


e Carry all toilet items in a clear plastic bag. 


Wear comfortable clothes and shoes for your flight. 


4 Exclamatory Sentences 
Read the following sentences:. 


i “What a beautiful baby!” 
He exclaimed with joy that the baby was very beautiful. 


ii He said, “How dreadful!” 
He exclaimed that it was dreadful. 
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iii She said, “Liar!” 
She called me a liar. 
iv The notice said, “Welcome to India!” 
The notice welcomed visitors to India. 
Activity 10 


Rewrite the following in the Reported Speech. 


i “Can I offer you some biscuits?” asked Sudha. 

: es pu ee : | ne G ae RET AT 
Tne E 
,; iene 
} oe fe is : eb He a A ee a De ae se chin Bet ss 
6.5 WRITING Se 
Story Writing 


The outline of a short story is given below. The story is then completed by 
using the outline as a guide. 


Rich lady loses eyesight — tells doctor she will pay if cured — doctor is 


greedy — steals her furniture — lady is cured — but tells doctor cannot see — 


refuses to pay — doctor goes to court — lady says she cannot see her 


furniture — judge agrees — punishes doctor 


THE GREEDY DOCTOR 


Once upon a time, in the city of Brussels, there lived a rich, old 


lady named Eliza Weiss. Unfortunately, she lost her eyesight in an 


accident and was greatly disturbed. She consulted a doctor who said that 


she would have to pay a large amount if she wanted to be cured. The old 


lady agreed but, being very wise, she promised to pay him only if she was 


cured. 


It took almost a month for the doctor to completely restore the 


woman’s eyesight. However, during this time, the greedy doctor, who 
always treated his patient at home, silently stole one piece of furniture with 
every visit. At the end of a month, he had emptied the house of all its good 
furniture. 

Although Eliza Weiss was cured, she refused to pay the doctor his 
promised amount because she complained that she could not see yet. The 
doctor was very angry and decided to drag the old woman to court. In the 
Court Eliza proclaimed that she was not fully cured because she could not 
see her furniture. The judge understood and immediately punished the 


greedy doctor with a fine of 5000 pounds. 


Activity 11 


Read the outline of a true story given below and complete it. Give a suitable 
title also. 


Five serial bomb blasts rock Delhi almost hundred injured and thirty 


dead young boy eyewitness sees two men in black dress they 


plant something inside a dustbin___explodes later similar bombs 


planted in dustbins in various other places explode serially. two 


unexploded bombs recovered by police near India Gate all injured 


taken to RML Hospital many people rush forward to help the injured. 
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6.6 SPEAKING 


Reporting/Narrating an Incident - 


Before reporting or narrating an incident, it is important to chronicle events in 
a sequential order. 


Read the following report prepared by a TV reporter from the site of the recent 
bomb blasts in New Delhi 


A series of bomb blasts rocked Delhi, killing 18 people and injuring over 


90 on Saturday, September 13" 2008. The first blast occurred in Gaffar 
Market in Karol Bagh, a congested market area. Half an hour later, other 
blasts were reported from Greater Kailash-I and Connaught Place areas. 
The blast in Gaffar Market was triggered by a CNG Cylinder. At 
Connaught Place, the blast occurred at Barakhamba Road near the Metro 


Station. 


Activity 12 


Imagine that you are one of the survivors of the recent bomb blasts. You have 
lost two members of your family. Narrate the incident as it occurred and the 
trauma that followed. Some hints are given below to help you. 


At Gaffar Market on fateful day (Sept 13th, 2008), with father and brother 

purchasing mobile phone sudden loud blast thrown 
to one side __ hit by shrapnel on thigh bone when conscious 
see father and brother lying dead in pool of blood own thigh 
hanging loose ____ rushed to hospital by some good people survive 
trauma but mourn death of dear ones. 


All three places where the bomb blasts occurred, were highly crowded 


market areas. It could be. a huge conspiracy to target these market places 
during the weekend, when maximum people come out to shop. According 
to initial reports, these blasts were of medium intensity. Cycles and 
dustbins were used to plant the bombs. Security personnel and bomb 
disposal squads have rushed. to the blast sites. Delhi and its neighbouring 


areas have been put on high alert. 


ACTIVITY 
GAME - SPIN - A - YARN 


If the class is too large, divide them into small groups. Each group will sit 
in a circle. One student from each group will start a story (imaginary) by 
saying the first sentence. For example — Once upon a time, in a faraway 
land, there lived an absent-minded, old-fashioned man. The next student 
will add another sentence — This man was a very grumpy but hard-working 
person.... Each studént will add a sentence each to the previous one, till 
some logical end is reached. Students must use their imagination to make 
the story as‘ interesting/amusing as possible, using as many adjectives, 
compound adjectives and descriptions as is feasible. 


6.7 LISTENING 


Activity 13 


Listen to the following announcement made by the Coordinator of Class VII 
of the Bal Vidya Niketan, Madurai. Summarize the announcement and write 
it on the blackboard, for students to make a note in their school diaries. Fill in 
the relevant details as mentioned. 


SUMMARY OF THE ANNOUNCMENT ON THE BLACKBOARD 


What 9 a E eee EE a a EES gf AE sate A NEEESE AAT 
When «ERE A E anne E E A EEEa 
Where . sie) re. FGM a a NNE AS ES a o A oe 


Departure from school ssessseeeeeeesnersneresestneeerersrsnnereereecenenags 


Arrival at school. o spoasieeresrees aaie eent imapis sanee aoas essen 


Things to carry = sereeererereenra pa Niena fin 0 EAER Ne N 


Important point:.:ys. -Ar aaa a aea aoaaa RENEA CEE Eepe daan Eaka akena aeee Eni 
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6.8 NARRATIVE POEM 


Poems also tell a story. These are called ‘Narrative Poetry’. The poems may 
be short or long with simple or complex stories. Narrative poems include epics 
and ballads. Narrative poetry is amongst the oldest forms of poetry. Many of 
the earliest literary works, from the epic of Homer to our very own 
Mahabharata, consist of narrative poems. 


Let us read a simple poem of an ordinary man based on his life. 


The Daily Shuttle 


He lives in a house in the suburbs 
He rises each morning at six 

He runs for the bus to the station 
Buys his paper and looks at the pics. 


He always gets in the same carriage, . 
Puts his briefcase up on the rack. 
Thinks miserably of his office, 

And knows he can never turn back. 


He gets to his desk by nine thirty, 
Wondering what he should do. 

When the coffee break comes at eleven 
He knows he still hasn’t a clue. 


His lunch break is quite uninspiring, 
He sits it out in the canteen. 

It’s fish and chips, mince or potatoes, 
A choice that’s quite literally obscene. 
At five he runs back to the station, 
Gets in the same carriage again, 
Unfolds his evening paper, 

Pulls a veil down over his brain. 


(From: Poem into Poem by Alan Maley) 
Activity 14 


Using this poem as a cue, write about another ordinary life that you know, but 
which has more interesting dimensions. 


6.9 SUMMING UP Narration 


In this unit you read a story with an ambiguous ending and also learnt to 
interact with the story in your own way. You learnt the use of compound 
adjectives and about words that are often misused. In the grammar section our 
primary focus was on Reported Speech which you can look at for editing your 
work. The writing tasks involved story writing from outlines. The speaking 
activities also involved narrating of incidents. There was also a narrative poem 
at the end of the unit. After reading and interacting with this unit you should 
have considerably improved your narrative skills. 


6.10 ANSWERS 


Common Errors in Writing Narratives 
Confusion of Tenses 


° While narrating events that have taken place in the past, we naturally use 
the past tense. But sometimes, when we want to give a particularly vivid 
account, we can use the present tense, for example — 


The man’s hand moves towards the pocket of his coat. Slowly he puts 
his hand inside his pocket and takes out a knife. Carefully, he opens the 
blade ... 


e However, it is important to note and remember that either the present 
tense or the past tense should be used consistently. One sentence should 
not be written in the past while the next one is in the present and the 
third one in the past tense again. i 


° Because of this danger, it is advisable for all, except skilled writers, not 
to use the present tense in narratives, even for creating vividness, but to 
adhere to the past tense throughout. 


Activity 1 
Aj i Eastbourne 
ii Tall, heavy, dark-haired 
iii She thought she had seen him somewhere before. 


iv Pull the alarm cord above her head to stop the train. 


v She saw the man put his hand inside his pocket and take out a 


knife. 


Activity 2 


I was sure 


l [e] 
| 2 | Just as the train was about to move | d. 
[3| Afraidtomove id a] 
[4] fe | 
[5] |b | 


What will he do 
He’s looking for a handkerchief 
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Narrow minded 
rand 


| Absent | minded | 


Activity 4 


i Mr. Govind is a very officious person. 

ii “Take care, Subhash doesn’t know to swim. He will drown.” 
iii Mother was gravely injured in an accident. 

iv In December, Shimla is very cold. 

v Wè hired a coolie to carry the heavy luggage. 

vi Reema will adopt a baby girl from the orphanage. 

vii The President of the company was paid a very handsome salary. 
viii He denied that he had committed the theft. 

ix He is a lazy boy, he loves doing nothing the whole day. 


x  Eve-teaching is a serious crime. 


Activity 5 


We sat on the sand where breakers formed straight lines in the dark blue sea. 
They swept up to touch our feet while the waves fell back and the dying sun 
made rainbows in the sand. Ahead of us was an opal patch of cloud. The sea 
wind blew it away to show us a full moon behind. 


Activity 6 
i I was sure I had seen him before. 
ii Rahul knew he had won the lottery. 
iii The soldiers feared that they had lost the battle. 
iv Mother had wiped the dishes before we entered the kitchen. 
v Scooby had eaten the food by the time we returned. 
vi We heard that Sunil had scored 94% in Maths. 
vii Anuradha had gone when we reached the platform. 
viii Before the guests arrived, she had arranged the flowers. 
ix When we reached the theatre, she had already performed her role. 


x The shops had closed before the riots began. 
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Activity 7 Narration 
i He told me that I had not done my assignment. 
ii Priya said that she is twenty years old. 
iii He said that mother was coming that week. 
iv They said that they would help me the next day. 
v Mala says she knows her. 


i He asked where she was going. 

ii | Grandmother asked what had happened. 

iii Sunil asked me what I wanted. 

iv The policeman asked/enquired if I had seen the accident. 

v a) Suresh wondered whether he should wait for Prakash or go. 
b) Suresh wondered whether to wait for Prakash or go. 


Activity 9 


The travel agent advised the group to make two photocopies of their 
passport and airlines tickets. He also advised them to keep medicines in 
their original labeled containers, carry a copy of their prescriptions 
along, and to wear comfortable clothes and shoes for their flight. He 
requested them to carry minimum number of valuables and to carry all 
toilet items in a clear plastic bag. He warned the group not to carry any 
liquid more than 100 ml in quantity. 


Activity 10 
i Sudha asked me if I wanted some biscuits. 
li The teacher ordered the students to behave themselves. 
iii Fatima requested her daughter to close'the window. 
iv The health authorities warned the citizens not to touch the dead 
rats. ; 
v Prabhu wished me a happy Diwali. 


Activity 13 


ANNOUNCEMENT 


All students of Class VII are requested to pay attention to the 
following announcement. On Thursday, 23" August, 2008, 
there will be an excursion to Valayar Botanical Park, All 
students are required to join the excursion. Please do not 
bring any school books on that day. Students will carry only 


the following items as mentioned: 


A note pad and pencil 

Tiffin 

Water bottle 

An empty bottle or tin to carry specimens. 
Cap 
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| UNIT 7: USE OF MEDIA IN COMMUNICATION 


Structure 


7.0 Objectives 

7.1 Warm Up 

7.2 Some Characteristics of Telephone Conversation 
7.3 Formal Conversation 

7.4 Informal Conversation 

7.5 Letters - Informal and Formal 

7.6 Grammar: Expressing the Future 

7.7 Pronunciation: Falling and Rising Tone 

7.8 Summing Up ; è 


7.0 OBJECTIVES 


After going through this unit you will be able to 


e distinguish between informal and formal telephone conversation; 

e __ talk over the telephone in both formal and informal situations 

e differentiate between formal and informal letters; 

° apply forms of future in appropriate situations; and 

e discuss and practice the use of stress and rhythm in connected speech. 
7.1 WARM UP 


Here is a game for you to play. Your teacher will whisper a sentence into 
your ear. Whisper it into the ear of your neighbour. Let it pass on until it 
reaches the last participant. Now, the last participant will repeat the sentence 
aloud. Compare the pieces of information in the initial sentence and the last 
sentence. Here is an example. 


“The thick brown clear bottle stood half-filled with sugar syrup on the shelf 
near the corner.” 


Discuss and analyze how much of this information could be passed on 
correctly and how much was lost. 


Did you notice that what was transmitted was: 


i meaning, not words 
ii clear enunciation 


iii emphasis on important words or the words carrying major or new 
information in an utterances 


Communication has a definite objective. Its prime purpose is to convey or 
transmit ideas. It involves the skill of Speaking in an attempt to transmit 
information, ideas or feelings so that the listener listens, understands and then 
responds. The process of communication is complete only when the speaker 
speaks; listener listens, understands and responds appropriately, 


7.2 SOME CHARACTERISTICS OF TELEPHONIC 
_ CONVERSATION 


Read the following conversation 


The phone is ringing in Jill’s bed-room. Jill answers the phone. 


Conversation 


Jill: 


Jack: 


Jill: 


Jack: 


Jill: 


Jack: 


Jill: 


Jack: 


Jill: 


Jack: 


Jill: 


Jack: 


Jill: 


Jack: 


Jill: 


Activity 1 


670321.) Jill Harden speaking. 

Oh hello, Jill, I’m Jack here. 

Oh hello, Jack, How are you? 

Pm fine. Thank you. 

Well, what is it? 

I rang to tell you that I’ve finally bought a dog. 
Oh, when was this? This calls for a celebration. 
_Last week. 

What breed is it? 

A Labrador mix. 


And does it guard the house well? 


It does, but it’s meant to be a retriever. When I play golf, he 


brings back the ball when it’s out of my range. 


Lucky, Jack. Must be a strong-dog! 


Yes, But I noticed a hairless patch on his skin two days hack. 


Don’t know where he got it from. 


Better take him to the vet before it gets worse. 


A Now let us try to find out the following: 


i How does one respond when the telephone bell rings? 


ii | Which word confirms that Jill knew that Jack had been trying to 


get a dog ? 
iii Why does Jill say that he should consult a vet ? 


Here is a face-to-face conversation with the same content. 


Conversation 


Jack’s dog is wagging his tail in front of his master and then goes to Jack’s 
friend Jill who is sitting on the grass nearby. The dog plays with Jill. 


Jill: Nice dog! A Labrador? 


Jack: Yes, a mixed breed actually. 


Use of Media in 
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(Jill sees that the dog hurriedly brings back a ball thrown by Jack 


into a bush.) 
Jill: Hmm. A retriever, isn’t it? 


Jack: Yes. 


(The dog scratches itself and reveals a patch of skin with loss of hair. 


Jill watches the patch curiously.) 


Jack: Don’t know where he got it. 


Must have eaten oily stuff somewhere. 


Jill: I think he’s also got ticks. Better take him to a vet. 
(The dog whines in a peculiar manner.) 


Jack: Does that sometimes. 


B | Compare the two conversations and discuss with your partner how 


they differ. 


For RP: The two conversations above differ in a number of ways. Let’s 
set out the differences clearly in two columns and see the changes. 


I’ve finally bought a dog. 
(Jack has to introduce the topic to 
make Jill aware of it.) 


Nice dog! 
(Jill introduces the topic first.) 


What breed is it? 

(Jill has to enquire.) 

But it’s meant to be a retriever. 
(Jack has to inform her) 

But I noticed. a hairless patch on 
his skin... (Jack has to inform 
her.) 

Jack doesn’t notice it. 

So Jill can’t say anything on this 
point. 


A Labrador? 

(Jill makes a good guess.) 

A retriever. (It is a good guess because 
she sees it retrieving the ball.) 

(ill “watches the patch curiously 
without saying anything) 


Jill: I think he’s also got ticks. 
(Jill sees him scratching his skin.) 


Jack says nothing about the 
whining. No context for it. 


You will notice that more description or providing greater information is 
necessary in a telephonic conversation. This is necessary since the object 
The face-to-face conversation conveys 


cannot be seen on the telephone. 


Jill looks silently on as the dog 
whines. ‘Does that sometimes,’ Jack 
explains. 


almost the same amount of information in about half the number of words. 


Activity 2 


Here is a face-to-face conversation. Convert it into a telephonic one. 


Manager: Just bring the file. 
EAS Here it is, Sir. 


Manager: (Quickly looking through it) Where is the letter confirming the 


dispatch of the consignment? 


P.A.: Here it is, sir. 


Manager: Very good. 


7.3 FORMAL CONVERSATION 


The telephone is especially useful for various conversations of a formal 
nature, as it saves us the trouble of going personally to make the enquiry. For 
instance, when we wish to enquire from the railways about the timings of a 
train or to inform the police about a crime, we first try to ring up. 


Let’s take a telephone conversation in which someone is making énquiries to 
get some information from the railway enquiry counter. 


Conversation 


Railway Enquiry Clerk (at Bangalore Station): Good morning, Railway 
Enquiry. 

Mr. Panda: Pd like to know what trains there are for Hyderabad. 

Enquiry Clerk: 86 Hyderabad and 127 Karnataka Express. 

Mr. Panda: What time do they leave Bangalore? 


Enquiry Clerk: Hyderabad Express at 17:00 hours and Karnataka Express at 
16:16. 
Mr. Panda: Every day? 


Enquiry Clerk: Hyderabad Express goes every day and Karnataka Express on 
Wednesdays and Sundays. 


Mr. Panda: Thank you. 
Enquiry Clerk: You’re welcome. 
Activity 3 


What do you think are the features of a formal conversation? How do they 
differ from an informal conversation? 


For RP: We observe that the formal conversation is brief, to the point and 
has clarity of thought. It runs in proper sequence and the expected 


response emerges. (As an activity, the conversation may be converted into 
a role play). 


7.4 INFORMAL CONVERSATION 


Although the telephone is used extensively for business dealings and official 
work, it is a convenient tool even for conversations between friends and 


relatives. Let us study this informal talk over the telephone: 


Conversation: 

Voice: Yes? 

Pallavi: May I speak to Meenakshi? 

Voice: Hold on, please. Let me call her. Who’s calling? 

Pallavi: Pallavi, Pallavi Nair. 

Voice: Mrs. Ghosh! A certain Pallavi Nair is on the phone. She 


wants to speak to you. 
(after a while) 


Use of Media in 
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Mrs. Ghosh: Hi! Pallavi. How are you? 


Pallavi: Fine. Thanks. You haven’t forgotten, have you? 
Mrs. Ghosh: What? 

Pallavi: It’s my birthday today! 

Mrs. Ghosh: How could I forget it? Many happy returns of the day! 


Pallavi: Thanks. Remember you’re coming to the party at our house 
at 7 this evening. 


Mrs. Ghosh: But.... 


Pallavi: No buts. Pll be very angry if you don’t make it. Now look, 
I'm in a bit of a hurry and must ring off now. Bye! 


Mrs. Ghosh: Bye. 


Now discuss the features of an informal conversation: 


For RP: It may be a good idea for the participants to listen to or role play 
the two conversations and then talk about formality and informality in the 
two conversations. The concept of the register may also be introduced 
here. 


Activity 4 


Here’s a business letter. Give the same message through a telephone call. 


March 23, 2009 


The Senior Purchase Officer 
Rally’s Hotel 
Bhopal 


The Manager 
Flurry’s Confectionery 
Bhopal 


Dear Sir, 


Kindly recall our letter, reference No XZ25, dated 10" April *08, placing 
an order for various items of confectionery for 10" May, 08. 


We would like to cancel the order because the party for which the 
confectionery was required has been called off. 


We're sorry to have given you the trouble, and assure you of continued 
business dealings with your firm. 
Yours sincerely, 


(S. Roy Choudhury) 
Sr. Purchase Officer 


It is observed that telephone serves as a medium of communication for formal Use of Media in 
as well as informal purposes. This requires a lot of training in listening and Communication 
speaking and the specific techniques of telephoning. 

Both the speaker and the listener should be careful about: 

i Language (formal or informal according to the situation ) 

ii Vocabulary suited for the purpose 

iii Tone (according to the relationship) 

iv Alertness in responding 

v Keep a note of points to discuss over the telephone. (especially in 


formal situations). 


7.5 LETTERS - INFORMAL AND FORMAL 


In this section we will distinguish between informal and formal letters as well 
as the different formats in both types of letters. 


Activity 5 


Here are two types of letters. Go through them and discuss in pairs, the 
difference between the two types of letters. 


March 23, 2009 


Sector A/45 
Vasant Kunj 
New Delhi — 110 008 


The General Manager 
Delhi Transport Corporation 
Delhi — 110 054 


Dear Sir, 

I am a resident of Vasant Kunj, an area rather poorly connected to the rest 
of the city by buses. The people most affected by this lack of bus service 
are school children and teachers, who find it difficult to reach a convenient 
bus stop on time to catch the bus to their schools. 


I request the DTC to improve the bus service to this area. Specifically, 
could you start a direct bus service from Vasant Kunj (touching sectors A 
& D) to Lajpat Nagar? It would benefit at least 150 school children and 


teachers. 


I hope you will take early action to solve our problem. 


Sincerely 


Reema Kant 
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15A, University Road 
Sudhir Bose Marg 
Delhi — 110 007 


7 April, 2008 


Dear Suresh 


I have to visit Poona on some official work from 19" to 21“ August. But 
it will also be a pleasure trip, since I would get to meet you, Meeta and 
the kids. I must say I’m really looking forward to this ‘official’ trip! 

I'll be taking the Jhelum Express which arrives at Poona at 10 p.m. on ' 
18 August. Could you meet me at the station? Ill be staying with you 
for about three days, if it’s not too inconvenient for you. 


I hope you’re all well. Till we meet.... 


Yours, 


Arun 


Did you notice the difference between the two types of letters? What are they? 
Talk to your partner and discuss. 


Things. we should know: 


i In a formal letter you may often write to someone you do not know. It 
is written in order to make a specific point, and every word in the letter 
should be relevant to the end which you wish to achieve. In an 
informal letter, you may dwell on several subjects and your letter may 
even ramble a bit. 


ii Formal letters aim primarily at conveying information. Informal, 
personal letters do not seek to convey information in the same sense. 
They often deal with private thoughts and feelings — topics that are 
likely to interest the person to whom they are addressed. 


iii Linguistically, there are certain features which one may find mainly in 
informal writing. For instance, items of vocabulary are often different 
in informal and formal writing. In informal letters, you will often find 
expressions which characterize conversation — exclamatory 
expressions, questions, contracted forms, etc. 


Information technology has brought a revolution in the field of 
communication with the advent of SMS (short message service) and e-mail. 
Communication has become faster. However, in India most written 
communication is by post, except for a few major cities. Most of the 
population depends on communication through post. Hence letters are an 


important medium for communication for personal needs and for official and 
business purposes. 


Writing letters to parents, siblings, relatives, friends etc. are so informal that 
vone has total freedom to express one’s emotions and feelings depending on 
how close the person is. 


On the other hand, official or business letters 
e Have a definite format 
° Use formal language 
e Are brief and to the point. 
Activity 6 
Now let us look at another letter. 
Flat No. 15 
Navjivan Colony 


Mahim 
Bombay — 400 501 


11 Feb. 2008 


My dear Sunita and Salil, 


Just a short note to tell you that we reached home in one piece — and how 
much we enjoyed staying with you! 


This was one of the best vacations we have had in a long time — and you 
contributed so much to making it so. Thanks a lot for looking after us so 
well! 

The children still keep talking about the picnic at Kempty Falls and the joy 
they felt while putting on their new swim-suits and splashing around in the 
water. We’re looking forward to the photographs. 


It goes without saying that we hope you'll spend the next summer with us. 
We’ll have fun together again. 


Renu and the kids send their love. 
Yours, 


Rajesh 


DISCUSSION IN GROUP 


° Who is writing and to whom? 
© When had they gone for a vacation? 


e Whois inviting whom? 


RP: Let the participants discuss and come up with their observations. 
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Let us look at another letter. 


W-57, South Extension 
Chandigarh — 160 017 


July 10, 2008 


The Circulation Manager 
Reader’s Interest 
Madras — 600 107 


Subject: Change of Residence 


Dear Sir, 


I am a subscriber to Reader’s Interest. My subscription No. is D2/478. I 
am writing to inform you that T shall be moving to a new house on 2™ July, 


My new address will be: 


642, Civil Lines 
Chandigarh — 160 019 S 


Please send the future issues of the magazines at my new address. I hope 
we shall continue to receive them as regularly as we used to. 


Sincerely 
Chitra Subramaniam 


e Who is writing to whom? 
e What does the writer want to convey? 
e Discuss the letter in a group and present your answers. 


While writing a letter, note the following from the verbal cues 


For RP: Resource persons may devise as many situations as possible to 
illustrate the different kinds of letters that are written to different 
persons/agencies e.g. 

Business letters 

Job application 


Letters to editors 
Letters of invitation 
Letter of thanks 
Reply to letters 


Letter writing enhances both reading and writing skills. 


7.6 GRAMMAR: EXPRESSING THE FUTURE 


Will, Going to, Present Continuous, Simple Present 
Lead in 


A: Where are you spending your holidays? 
B: I think we will go to Kullu Manali this year. 


We’re going to the South to Ooty. 

When are you jeaving? 

Our flight leaves on Thursday at 6 in the morning. It reaches Chennai 
at about 9 and then we drive down. 


2 


We use will (or’ll) + bare infinitive to refer to the future when we 
make an instant or spontaneous decision to do something. 


Teacher: We’ ve run out of chalk. 
Adit: Ma’am TH go and get some. 


2 We use will (future) after I think and I don’t think. 


Roshni: Ithink P’// go home, it’s getting dark. 
Rohit: I don’t think F I stay either. 


3 We use will to make predictions. 


The world of medicine will be very different in 2050. 


4 Will can also be used to make request, promises, threats and offers of 
help. 


Teacher: Will you give me a hand with these books? 
Pupil: Of course, I will ma’am. 


Present Continuous 
We use the Present Continuous to talk about things we have arranged 
to do in the future. 


What time are you coming back? 
In the evening; but I’m not doing anything special after that. Are you 
free as well? We could go to the movies. i 


Present Simple i ; 
We can use the Present Simple to talk about programmes and 
timetables which refer to the future. 


The President leaves for U.K. tomorrow night. He arrives at Heathrow 
at 6.20 in the morning. 

Going to 

ifs We use going to + bare infinitive to talk about something we intend to 
do or have already decided to do: 
The Nadar group of Schools is going to open a new branch in Rampur, 
U.P., this summer. 

Z. We can also use going to for making firm predictions when there is 
some concrete evidence that an event will take place. 


We should have left much earlier; we are going to be late. 


Note: Often, we can predict future events using either going to or will. 
However, going to usually suggests that the event will happen soon. 
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Communication Activity 7 
Skills in English 7 
; A Write a short paragraph of about 10 sentences predicting what India will 

be like in 2050 AD. 


In 2050 India will be very different. It will be one of the superpowers... 
You may continue or write an entirely different paragraph: 


B Your exams have just got over and your holidays have begun. You 
realize that there are some problem areas in your life which you want to 
sort out. 


Complete the table using going to or will. The first one is done for you. 


| Problems Solutions f 

| 1. My English isn’t good enough . | i) I’m going to read a lot of books 
this summer. 

[2. Pm overweight Z| 4 


3. My room is very untidy. 


4. I tend to ignore my little sister. 
H 3 7 
5. I sleep very late in the night 


6. I watch too much T.V. 


7. I don’t help in the house at all. 
[8. I tend to leave the lights and fans 


|__on when I leave the room. 


C Look at the following programme of the President. Write a brief note to 
the press using the present tense and the present continuous. 


Friday, 18th September 2008 


Time Programme 

5:30 am Departure for Ahmedabad 

7:00 am Arrival at Ahmedabad Airport 

10:30 am Inauguration of the largest Hospital in India 
12:30 pm Meeting with the Chief Minister 

3:30 pm Leave for Delhi 


D Some of your friends are going to participate in an inter-school debate. 
You have asked them what they are going to do to prepare for this event. 
Write their answers using various tense forms to express action in future. 


a. Rashmi: refer to reference books in the library 
b., Arzina: prepare with mother who is a journalist 
c. Naina: buy a new school uniform 
d. Sunil: sit with my friends and write it together 
e. Ajmal: download information from the Internet 
E Read the extracts and complete them with Simple Past and Present 
Perfect. 


got 
hasn't eaten 


have been 
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Have you ever dreamt of becoming famous at the age of twelve? Well, 
there are children who famous since the age of 
ten or even younger. Look at Tinku Soni who famous as the 
‘Quickphone’ child. He over a lakh of rupees last year. 
Asif Iqbal is also ten and has dreams of becoming famous too. He 
also in some T.V. commercials and has a funny 

story to relate. A year ago he a role in a commercial 
for pizzas. He to eat bites of pizza for a thirty second shot: 
At first he thrilled as he pizzas. But when the 
‘T.V. Pizza Man’ _.- the pizza for the tenth time he 
to feel sick. He now hates pizza and 

one since then. 


7.7 PRONUNCIATION: FALLING AND RISING TONE 


We have already seen that words that are important for meaning are generally 
stressed in a sentence and those that are not important for meaning are 
weakened and said quickly. Of the words that are stressed or said with extra 
breath force one word stands out as more prominent than the others because 
the pitch of the voice either moves from high to low or low to high on that 
word. The movement of the pitch of the voice from high to low is called the 
falling tone. A movement of the pitch of the voice from low to high is called 
the rising tone. 


The Falling Tone 


We use the falling tone in: 


i statements 

il wh-questions 

iii exclamatory sentences 
iv commands 

v tag questions 


Listen to the following sentènces with the falling tone and repeat each 
sentence. 


1 ` They’re ar'riving this evening. 

2 What a 'beautiful “dress! 

3 'Where have all the ‘pencils “gone? 
_4 It’s 'rather ‘hot in “May, “isn’t it? 
5S ‘Draw the ‘curtains. 

6 = How ex traordinary! 

‘Come and 'see me to morrow. 


The Rising Tone 


When we use a rising tone, our pitch starts at a lower level and then goes up 
to a higher level. 


a _- Yes/No, questions 


b Wh- questions asked warmly 
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c 
a 


incomplete utterances 


polite requests 


Listen to the following sentences and repeat them. Take care to use the rising 
tone in each case. 


a 


Yes/No Questions 


A Yes/No question is one which can be answered in ‘Yes’ or ‘No’. 


1 


O oon E eD RFU N 


10 


Is ‘father at: -home? 

Can I 'see the „Dean for a , minute? 

Can you 'buy me an ice-cream, , mummy? 
Will you 'show me your ‘new atlas? 

Can I ‘borrow your ,record , player? 

Can you Alrive? 

Can you cook? 

Would it be ‘possible to 'spend the /night here? 
Is the ‘Ahmedabad Ex'press arriving on time? 
‘Is there any recording to , day? 


Wh-questions asked warmly 


worn nn & WON = 


"What is your „father? 

‘Where do you Aive? 

‘How is mother? 

‘Where did you ‘leave your /book? 
"How -old are you? 

"Which is yours? 

‘When did you “come? 

‘Where are you /going? 

‘Who did you Aalk to? 


Incomplete Utterances 


All the examples cited below have two tone-groups each. The end of the 
first tone-group is marked /. See how the first of the two tone-groups in 
each sentence is said with a rising tone. 


1 
2 


If you 'go to Delhi/ ‘please 'meet my “aunt. 
I ‘went to the ‘market this „morning / and ‘bought a ‘lot of 


“vegetables. 


As ‘soon ‘as you ‘teach /London/ ‘give this ‘letter to the ‘High 
Co'mmissioner. 


When my ‘father Alied, / I was ‘only ‘five years ‘old. 


‘If I see him/ I shall 'give him a ‘piece of my “mind. lise of: Mesiia in 
Communication 

The ‘moment you are ready,/ ‘please ‘phone ‘me. 

I ‘don’t mind ‘eating ~anywhere,/ pro'vided the ‘place is ‘clean. 


If you get ‘drenched in the rain, / you're ‘likely to ‘fall “ill. 


wW“ CO “2 JON Cr 


I was ‘terribly /hurt/ when my ‘father ‘called me a “fool. 


10 If at ‘all it’s possible, / I shall 'meet you at the * station. 


d Polite Requests 
'Pass the salt. 
‘Close that window. 


l 

2 

3 ‘Lend me a rupee. 

4 ‘Shut the door. 

5 'Please ‘carry my /bag. 

6 ‘Buy me some Alowers. 

7 ‘Bring some Aunch for me. 
8 ‘Give me some /water. 

9 ‘Fetch me an um /brella. 


10 ‘Buy me a 'new /pen, , daddy. 


7.8 SUMMING UP 


In this Unit, we made you learnt the differences between informal and formal 

telephone conversation as well as formal and informal letters. In the Grammar 

section we discussed the various aspects of the future and for the | 
pronunciation task we s the falling and rising tone. 


7.9 ANSWERS 


Activity 1 


(i) You give your name and sometimes your number. 
(ii) I’ve finally bought a dog. 
(iii) Jack says that he noticed a hairless patch on his skin. 


Activity 2 


The phone is ringing in the P.A.’s room. 

P.A: 26853079. Ravi Mathur speaking. 

Manager: Please bring the file of the ready-made garment consignment. 
P.A: Yes, sir. 

(The P.A. brings the file and knocks on the door.) 

Manager: Come in, please. 

(P.A. brings the file.) 

Manager: Where is the letter confirming the dispatch of the 
consignment? 

P.A.: Here it is, sir. ia 
Manager: Let me see it. Very good, thank you. 
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Activity 3 


Features of formal and informal conversation. 


Formal Informal 

Brief Descriptive 

Pointed Personal 

Sequence ‘Express feelings, emotions etc. 

Clarity Taking liberties with language 
Activity 4 


Shashikant. 27853989. Manager Shashikant speaking. 

S. Roy Choudhury. S. Roy Choudhury, Senior Purchase Officer 
speaking. 

SK. Well, what’s the matter? 

SRC. I want to inform you that the order for various ‘items of 
confectionery placed may kindly be cancelled as the party has been 
called off. We are extremely sorry for the trouble. 

SK. Never mind. 

SRC. All right, thank you. 


Activity 5- 
Formal letter Informal letter 
May be written to anyone Only to known people 
Specific General 
Convey information Convey private thoughts and feelings 
Chosen vocabulary Liberties in use of language 
Definite format Not necessary 
Activity 6 


(i) Rajesh is writing to Sunita and Salil. 
(ii) During summer. 
(iii) Rajesh is inviting Sunita and Salil. 


Activity 7 


You may use the following hints and add points that suit the title. 


A 


FWNnNe 


NDAMA UN 


. One of the superpowers. 

- Research in nuclear power. 

. Revolution in agriculture. 

- A young country with lots of innovation in industry and commerce. 


- I will go for a walk every day. 

. Tam going to clean up. 

. I will find time to give her company. 

. I will go to bed early. 

. Iam going to watch T.V. for restricted hours. 

- I will help wherever possible. 

- Tam going to make it a habit to swich off lights and fans when I leave 


the room. 


The president will reach Ahmedabad airport at 7.30 A.M. Shall inaugurate 
hospital at 10.30 A.M. A brief meeting with the chief minister at 12.30 
P.M. Shall leave for Delhi at 3.30 P.M. 


(a) Rashmi will refer to reference books in the library. 

(b) Arzina wil be preparing with her mother who is a journalist. 
(c) Naina will buy a new school uniform. 

(d) Sunil will be sitting with friends and writing it together. 

' (e) Ajmal will download information from the internet. 
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UNIT 8: PRESENTATION SKILLS 


Structure 


8.0 Objectives 

8.1 Warm Up 

8.2 ‘Reading: Presentation Skills 

8.3 Grammar: Verbs often required in Presentations 
8.4 Language Focus l 

8.5 Listening: Importance of Body Language in Presentations 
8.6 Speaking: Preparing an Outline of a Presentation 
8.7 Study Skills: Visual Aids 

8.8 Ending the Presentation 

8.9 Pronunciation 

8.10 Summing Up 

8.11 Answers 


8.0 OBJECTIVES 


After going through this unit you will be able to 


plan and prepare for a presentation; 

formulate action points on effective delivery; 

prepare an outline of a presentation; 

list a variety of verbs used specifically in presentations; 

make use of signalling, signposting and listing techniques; 
identify/demonstrate the importance of body language in presentations. 


8.1 WARM UP 


A 


When you give a presentation, how you deliver the 
information is just as important as what you say. 
Knowing your subject well and knowing your 
audience are both very important. But there are other 
considerations. Here are some of them. What is your 
opinion on these? Can you add some more to the list? 


body language language 
visual aids humour lengh | 
Confidence | voice __| speed | 


8.2 READING: PRESENTATION SKILLS 


Presentation skills are absolutely essential in almost all work areas. In order to 
be effective and impressive in your presentations you need to prepare the 
presentation before you actually deliver it. Even experts in communication 
need to plan and prepare their presentations in advance. 


Activity 1 


Look at these tips on Presentation skills and decide whether you would put- 


them in Preparation or Delivery. 


iii 


vii 


xi 


xii 


xiii 


xiv 


XV 


XVi 


If you are not. enthusiastic about what you say you cannot expect to 
generate interest amongst the audience; Adapt to response — don’t stick 
to your plan unnecessarily. If you find that it is not working, alter it > 
adapt to the audience. 


Check room, seating, acoustics, OHT or Computer (depending on what 
you decide to use). 


Vary your tone and pitch. Ensure proper modulation. Everything should 
not be said with equal amount of stress. Certain things need to be 
emphasized more than others. 


Memorize your introduction. This will help you to sound confident and 
in control. 


Try to involve the audience and respond to their reactions. 


Keep your sentences short and simple. Use deliberate pauses to 
punctuate your speech. 


Never talk down or up to your audience. Treat them as equals, no matter 
who they are. 


Whenever you make a really important point, pause and let the full 
significance of what you have said sink in...... before you move on. 


Don’t put boring tables of figures and long lines of text on the overhead 
projector and read them out. 


When showing a visual, keep quiet and give people time to take it in. 


Welcome questions from your audience. When members of your 
audience ask you a question, it is usually because they have a genuine 
interest in what you are saying and want to know more. Treat questions 
as an opportunity to get your message across better. 


Know the size and the knowledge level of your audience. You must not 
tell them what they already know. 


o 


Be clear about the purpose of your presentation — is it to inform or to 
persuade. 


Key ideas should be emphasized — you must ensure that the importance 
of your key points is not lost because of over-emphasis on sub points. 


Don’t cram — if you have a lot of information to give you could consider 
giving some of it through handouts rather than cram all of it into your 


presentation. 


You must present an outline in the beginning of your presentation so that 
your audience knows how your presentation is structured. This should be 


well prepared in advance. 
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xvii Rehearse your presentation in order to time it, and to become familiar 
with names and figures as well as any complex information you need to 
give to the audience. 


xviii Pay attention to your body language: eye contact; gestures; posture; 
movement. 


Preparation Delivery 


ii) Check room, seating etc. i) Be enthusiastic 


Now check your chart with the Answer key. 


8.3 GRAMMAR: VERBS OFTEN REQUIRED IN 
PRESENTATIONS 


Outlining Your Presentation 


It is important to present an outline of your presentation at the very beginning. 
This helps the audience to understand how you have structured your 
presentation. A presentation will be much clearer to the audience if the 
structure is clearly signalled. : 


The use of a variety of presentation verbs can help you to present the outline 
clearly, specifically and effectively. 


Activity 2 
Here are some verbs often required in presentations. Can you complete the 
outlines of the presentations below by inserting suitable verbs from the box? 


You may need to use some of these twice. 


discuss outline filling sharing 


highlight tell report start 


i Good morning everyone. I am Aditya Sen. This morning I am going to be 
———____ to you about the Adult Education project taken up by our 
Institution. So I'll begin py you in on the 
background of the project and then T'I] you up to date on the 
progress of the project. I'll go on to what I see as the 
main achievements of the project. 


Next I will our plans for further extension of the project. 
In the end I will you how you can become a part of this 
project. Please feel free to interrupt me anytime with any questions you 
might want to ask. 


ii Good afternoon ladies and gentlemen. I am here to on the 
results of the class X and class XII in the western zone. I will 
with Mumbai which has the largest student population in the west. I will 


then 


After 


to Jaipur and Ahemdabad in that order. 


with you information on the data collected from 


these cities, I will in depth the implications of the results. 
My presentation will be followed by an open discussion on the student 
performance in the western zone. 


Here are some more ways of signalling the structure of your presentation. 
Pay particular attention to the verbs in bold. 


Introduction 
Greeting Good morning ladies and gentlemen / everyone.............. 
Topic I'd like to talk to you about............. 
I'd like to say a few words about................ 
I’m here to make a presentation on............ 
This morning I’m going to be talking to you about / telling you 
about / showing you / reporting / taking a look at................ 
Outline I'll be dealing with three areas. i 
I’ve divided my talk into............. 
So I'll start off by filling you in on the background to / 
bringing you up-to-date on / giving you an overview of/ ` 
making a few observations about / outlining............ and then 
I'll go on to discuss in more depth / highlight what I see as the 
main / make detailed recommendations regarding............. 
I will conclude with......... / I will end my presentation 
Wit. oinn aes / At the end of my presentation I will 
invite you to ask me any questions that you may have. 
Activity 3 
Join the words in A with the phrases in B to make complete sense: 
A B 
i reporting a  youin 
ii filling b you up to date 
iii bringing c in more depth 
iv discuss d the implications of 
v talking e  alookat 
vi taking f on the results of 
vii understanding g you through 


8.4 LANGUAGE FOCUS 


Signposting ; 
Signposts help to guide the audience through a presentation. Look at the 
phrases in the box; these will help you to guide your audience through a 


presentation. 
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to move on to go back 
to expand on to recap 
to digress - to conclude 


to summarize 
to turn to 


to elaborate on 


to illustrate 


Activity 4 


Choose one of the signpost expressions from 


situations: 


When you want to make your next point 


When you want to change direction 


above for the following 


ii 

iii When you want to refer to an earlier point 

iv When you want to repeat the main points 

v When you want to give a wider perspective 

vi When you want to give an example 

vii When you want to doa deeper analysis 

viii When you just want to give the basic points 

once again 

ix When you want to deviate from your plan 

x When you want to finish your talk 

More Signposting 

Here are some more helpful signposts which you could use in the middle stage 

of your presentations. 

Showing steps First of all let’s look at....... 
Te Tie ees VOTE Maus 
INGSts Tyee eee ve a ek 
PEST koe Sp SOE sno: oaa: 


Visuals too are included in the middle of a presentation. In another section we 
shall discuss ways to present them: 


Using Visuals 


Visuals like bar graphs, line graphs, pie charts, pictograms, maps, 
photographs, charts, PowerPoint slides are commonly used in presentations to 
present statistical information or to make comparisons. 


Introducing a visual I'd like to show you 


Have a look at this........... 


This graph shows / represents 


Here we can see 


ee eee! 


Comparisons This compares x with y Presentation 


Skills 
Let's compare the:.......:......0-. 
Here you see a comparison between.............. 
Conclusion And here is some language input for the end of your 
presentation 
Closing Finally sto SURO eee Ee AA cee 
Pd like to sum #p noW............0....06 
That concludes my presentation. 
To conclude opsi tis AEE eai 
Activity 5 
Cross out the words in italics which are not suitable in these extracts from 
presentations: 
i I would like to begin with a preview / an introduction / an outline of the 
main points of my talk. 
ii The first thing P’'Il be saying / telling / talking about is why we need to. 
change our ways of making lesson plans. 
iii I will then go on to inform / share / confide with you some of the 
viewpoints of our senior teachers. 
iv If we could just draw / focus / attract our attention on the major benefits 
of the new ways of making lesson plans. 
v I would like to inform / state / assure at the very beginning that this is 
just a proposal and not a decision. 


vi But we do need to seriously ask / address / answer the question of how 
we are going to make more effective lesson plans and implement them. 


vii I will be glad to call / answer / invite any questions that you may have at 
the end of the presentation. 


viii Please feel free to interrupt / ask / enquire me with any questions you 
may have in the course of the presentation. 


ne Se eee ee WE eee Le SS eae 
8.5 LISTENING: IMPORTANCE OF BODY LANGUAGE 
IN PRESENTATIONS 


Activity 6 


1 You will now hear some tips on the importance of Body Language in 
Presentations. Listen to the audio and match the two columns: 131 
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Shows that you are friendly and approachable | 


Slouching 


Eye contact Helps you to be more clear and effective 


Make for better understanding 


Smile i 


Gestures Shows disinterest 


Posture Enhances the comfort level of the audience 


Proximity Helps counter boredom 


Signals interest in others 


Variation in voice 


Can you explain what the speaker means by: 
i smiling is contagious 
ii invading other’s space 


Consult the Answer Key and compare your answer. 


2a Listen to the beginning of a presentation on the introduction of a new 
course in Cinematics. Do you think it is a good introduction? 

b Now listen to the beginning of another presentation on the same topic. 
Which one is better and why? 


Compare your analysis with the one given in the Answer Key. 


8.6 SPEAKING: PREPARING AN OUTLINE OF A 
_PRESENTATION i 


Activity 7 


Get into groups and prepare a presentation on any one of the topics given 
below. 


i Your town / city 
ii Television as a source of education 
iii Your favourite book / magazine 


For RP: change topic according to interest of the participants. 


8.7 STUDY SKILLS: VISUAL AIDS 


Using Visual Aids 

A variety of visual aids like flip charts, line 
graphs, bar graphs, pie charts, pictograms, 
maps, tables, diagrams, photographs, etc. 
cangbe used for presentations. Visual aids 
are commonly used in presentations to 
present information which is complex or 
statistical in nature. 


Visual aids can make a presentation more 
interesting and easier to understand. They 
also help you to cut down on the amount of 
talking you have to do. ` 


However, you must ensure that your visuals are relevant, appropriate and 
clear. You must never overload them with information. Effective presenters 
introduce and highlight visual information briefly and clearly, making sure 
they allow their audience time to absorb the information. 


Use visuals to reinforce and clarify, and not to overwhelm the audience. 


Here is a sample of a visual commonly used for presentations. In order to be 
able to talk about it you need language which is specifically used to describe 
visuals. 


Let us recapitulate the useful expressions for introducing visuals and apply 

` them to the given visuals. The expressions are highlighted in bold. In addition, 
you will also be introduced to some more formulaic language useful for 
- describing visuals.. 


Table 1 


Have a look at the following table. It shows the number of students enrolled 
for our different courses in the last five years. As you will notice the demand 
fof OUD asiaan 


Courses 1999 2000) GE 200 00s S 


General English 
200 180 160 100° 50 


Business English 


English Ton oe f i 
Information 20 60 Daven EL 80 60 
Technology 

English for the Uoi | 

Hotel Industry rae 


Activity 8 


How would you talk about the visual given in Table 1? Practice’ and record 
your presentation. Now listen to the sample tape script. 


Listen to the tape script again and write down the terms used to describe | 


trends in the graph. 


pi a 


8.8 ENDING THE PRESENTATION 


Summaries and Conclusions 


Make sure you summarize: 


A summary restates the main points and emphasizes what the audience must 
remember. It should be brief and must not contain any new information. 


Create an Effective Conclusion: 


, 


Don't just present data or summarized results and leave the audience to draw 
its own conclusions. 
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You need to state the logical consequences of what you have said. The 
conclusion may often contain recommendations. However, the conclusion 


must also be brief. 


Read-the two texts that follow: 1 is the summary and 2 is the conclusion. In 
the summary we highlight the salient points, while in the conclusion we give 
recommendations. 


1 Pd like to end by emphasizing the 
main points. 


e Contrary to our expectations our 
students are not performing 
better..... 

e This is mainly due to our inability 
to improve teaching methods.... 

e The students from rural areas 
faced various difficulties in 
overcoming cultural and 


| 


communication barriers. 


2 So what do we conclude from this? 


e We must have specific training in 
communication skills especially 
in English. 

e We must use an eclectic approach 
in teaching English. 

e Encourage all groups of students 
to interact and visit each other’s 
homes. 


Questions / Discussion 


During a presentation you are required 
to give the audience a chance to ask 
questions. Your policy on questions 
must be stated right at the outset. 
While presenting the outline you 
should let the audience know whether 
they can interrupt you with questions 
in the course of the presentations or 
you would like them to ask questions 
at the end of your presentation. 
Alternatively you can invite the 
audience to a discussion. 


Remember that when members of the audience ask you questions, it means 
that they have a genuine interest in what you are saying and want to know 
more. Treat this as an opportunity to get your message across better. 


Inviting questions Are there any questions? 
If there are any questions I'll be glad to try to answer 
them. 
I'll be glad to answer any questions you may have. 
Now we could have a discussion on............ 


Here are some helpful clues for handling questions: 


try to anticipate questions and prepare responses in advance 
rehearse answers to difficult questions 
listen very carefully — avoid the temptation to interrupt 


make sure you understand the question - paraphrase it, if necessary; repeat 
it, if needed 


give yourself time to think 

be honest: if you can't answer the question, say so 

keep control over the audience and don’t allow any chaos 

ensure that you entertain only relevant questions 

keep a lookout for time — don’t allow the question / discussion session to 
linger interminably 

e be polite 

e don’t forget to thank the audience at the end 


Activity 9 


Here are possible ways of dealing with some of the situations mentioned in the 
clues above. Can you match these with the appropriate clues? Confirm your 
answers b¥ looking at the Answer Key. 


i If I understood you correctly, you want to know whether this method of 
working has been used by any other school. Is that correct? 


iii To be honest, I don’t have that information with me. 


vi Thank you for coming and for being such enthusiastic participants.. 
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8.9 PRONUNCIATION 


aE O UEA 


Activity 10 


Here are some words that are commonly used for presentations. Mark the 
stressed syllable in these words and speak them out aloud. The first is done for 
you as example. Now listen to the audio recording and check your 
pronunciation. You may also refer to a good dictionary for the correct stressed 
syllable. 


1 .— presen'tation 
2 recommendation 
3 expansion 
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4 supervision 
5 efficient 

6 sufficient 
7. strategic 

8 systematic 
9 analytical 
10 economical 
11 typical 


12 experience 

13 inconvenience 
14 potential 

15 commercial 
16 individual 

17 essential 

18 gradual 

19 actual 

20 responsibility 
21 incredible 

22 impossible 
23 diversify 

24 obvious 

25 spontaneous 


8.10 SUMMING UP 


In this unit we have introduced you to Presentation Skills in terms of: 


e how to prepare for presentations 

e how to deliver effective presentations 

e some linguistic skills for introducing a presentation, signposting, using 
visuals and concluding. 


We have also dwelt on Body language, which is very important when making 
a Presentation. 


8.11 ANSWERS 


Activity 1 

Preparation ii, iv, ix, xii, xiii, xv, xvi, xvii. 
Delivery i, iii, v, vi, vii, viii, x, xi, xiv, xviii 
Activity 2 


The answers are given in bold print. 


i Good morning everyone. I am Aditya Sen. This morning I am going to be 
talking to you about the Adult Education project taken up by our 
Institution. So I'll begin by filling you in on the background of the project 
and then I'll bring you up to date on the progress of the project. I'll go on 
to highlight what I see as the main achievements of the project. 
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Next I will outline our plans for further extensiort of the project. In the end 
I will tell you how you can become a part of this project. Please feel free 
to interrupt me anytime with any questions you might want to ask. 


ii Good afternoon ladies and gentlemen. I am here to report on the results of 
the class X and class XII in the western zone. I will begin with Mumbai 
which has the largest student population in the west. I will then go on to 
Jaipur and Ahemdabad in that order. / 


After sharing with you information on the data collected from these cities, 
I will discuss in depth the implications of the results. My presentation will 
be followed by an open discussion on the student performance in the 
western zone. 


Activity 3 

i reporting f onthe results of 
ii filling a youin 

iii bringing b you up to date 
iv discuss .c in more depth 
v talking g you through 
vi taking e a look at 
vii understanding d the implications of 


Activity 4 


Signpost expressions: 


i When you want to make your next point To move on to 


ii | When you want to change direction To turn to 

iii When you want to refer to an earlier point To go back to 

iv When you want to recall the main points To recap \ 

v When you want to give a wider perspective To expand on 

vi | When you want to give an example To illustrate 

vii When you want to do a deeper analysis PREO elaborate on 

viii When you just want to give the basic points To summarize 

once again í 

ix When you want to deviate from your plan To digress 

x» When you want to finish your talk To conclude 
Activity 5 


The suitable options are underlined for you. 


i I would like to begin with a preview / an introduction / an outline of the 


main 


points of my talk. 


ii The first thing I'll be saying / telling / talking about is why we need to 
change our ways of making lesson plans. 


iii I will then go on to inform / share / confide with you some of the 
viewpoints of our senior teachers. 


iv Ifwe 


could just draw / focus / attract our attention on the major benefits 
of the new ways of making lesson plans. 


» 


137 


Communication 
Skills in English 


138 


v  Iwould like to inform / state / assure at the very beginning that this is 
just a proposal and not a decision. 


vi But we do need to seriously ask / address / answer the question of how 
we are going to make more effective lesson plans and implement them. 


vii I will be glad to call / answer / invite any questions that you may have at 
the end of the presentation. 


vili Please feel free to interrupt / ask / enquire me with any questions you 
may have in the course of the presentation. 


Listening 


Tape script 
The Body 


Your body communicates different impressions to the audience. People not 
only listen to you, they also watch you. Slouching tells them you are 
indifferent or you do not care...even though you might care a great deal! On 
the other hand, displaying good posture tells your audience that you know 
what you are doing and you care deeply about it. Also, a good posture helps 
you to speak more clearly and effectively. 


Now let us turn to eye contact. This helps to regulate the flow of 
communication. It signals interest in others and increases the speaker's 
credibility. Speakers who make eye contact open the flow of communication 
and convey interest, concern, warmth, and credibility. 


Facial expressions are equally important. Smiling is a powerful cue that 
transmits happiness, friendliness, warmth, and liking. So, if you smile 
frequently you will be perceived as more likable, friendly, warm, and 
approachable. Smiling is often contagious and others will react favorably. 
They. will be more comfortable around you and will want to listen to you 
more. 


If you fail to gesture while speaking, you may be perceived as boring and stiff. 
A lively speaking style captures attention, makes the material more 
interesting, and facilitates understanding. 


Attention to posture and body orientation are essential. You communicate 
numerous messages by the way you talk and move. Standing erect and leaning 
forward communicates that you are approachable, receptive, and friendly. 
Interpersonal closeness results when you and your audience face each other. 
Speaking with your back turned or looking at the floor or ceiling should be 
avoided as it communicates disinterest. 


Now what about the space we keep from the audience? Notions of proximity 
vary with cultures. Cultural norms dictate a comfortable distance for 
interaction with others. You should look for signals of discomfort caused by 
invading other's space. Some of these are: rocking, leg swinging, tapping, and 
gaze aversion. Typically, in large rooms, space invasion is not a problem. In 
most instances there is too much distance. To counteract this, move around the 
room to increase interaction with your audience. Increasing the proximity 


enables you to make better eye contact and increases the opportunities for 
others to speak. 


One of the major criticisms of speakers is that they speak in a monotone. 
Listeners perceive this type of speaker as boring and dull. People report that 
they learn less and lose interest more quickly when listening to those who 
have not learned to modulate their voices. 


Adapted from Source: www.nwlink.com 


Activity 6 

Slouching ‘| shows disinterest | 
Eye contact ~ | interest in others 
Smile shows that you are friendly & approachable 
Gestures make for better understanding 
Posture helps you to be more clear and effective 
The right proximity -| enhances the comfort level of the audience ‘ys 
Variation in voice [helps counter boredom “| 


smiling is contagious 
When you smile at somebody, chances are that he / she will smile back at 


you. A smile spreads happiness around you as it makes others smile in 
response. 


invading other’s space 
Getting so close to somebody that he /she becomes uncomfortable because 
of your nearness and feels that his / her privacy is being invaded. 


Tape script 


a 


Good morning ladies and gentlemen. I’m glad you are here to listen to me. 
I'd like to talk to you about our. new course in Cinematics. rm sure you 
will find the course relevant and interesting. It is very much in demand 
these days and I’m here to tell you all about it — who can join it and what 
you can do after a course like this. There are lots of places you can work in 
after learning Cinematics, but of course I won’t have time enough to tell 
you about all of them. You can also ask me questions about the course if 


you want. 


Good morning ladies and gentlemen. Thanks for being here. This morning 
I'm going to be talking to you about a new course we have launched in 


Cinematics. 


I'll begin by explaining what Cinematics is. I will then go on to highlight 
the relevance and scope of Cinematics. Next I will outline the kind of 
skills that the course could help you to develop. I will conclude by filling 
you in on information about eligibility and requirements for the course. 
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You are free to ask me any questions you may have, at the end of my 
presentation. 


Course in Cinematics 


The second outline is better because it has a clear structure. The speaker states 
exactly the order in which he / she will be dealing with the topic, making 
appropriate use of presentation verbs and connectives. He/she also states 
his/her policy on questions — the speaker would not like to be disturbed with 
questions during the course of the presentation and this is made clear at the 
very beginning. 


Activity 7 
Given below are two outlines: 
Television as a source of information and entertainment 


Good morning ladies and gentlemen. This morning I’m here to talk about the 
importance of television as a source of information and education. I will begin 
my talk with an overview of the popularity of television as a means of 
communication. 


I will then go on to outline the areas in which it provides invaluable 
information. Next I will emphasize upon the importance of television as a 
popular and affordable source of education and entertainment for all age 
groups. 


My presentation will last for 10 minutes. I will be glad to answer any 
questions that you may have at the end of my presentation. 


My Favourite Magazine 


Hello friends. Pd like to say a few words about My Favourite Magazine. I’ ve 
divided my talk into three parts. Firstly, I will begin by telling you which is 
my favourite magazine. Secondly, I will highlight the main features of the 
magazine. In the end I will tell you why I prefer this magazine to other 
magazines. I will invite you to ask me any questions you may have at the end 
of my talk. 


Note: The second outline is more informal than the first one. This may be used 


when you make a presentation before an audience where you do not need to 
be too formal. 


Activity 8 


As you will notice the demand for our Business English courses has seen a 
quick and phenomenal rise in the last five years. On the other hand, the 
registration for our General English course, which was the most popular in 
1999, has declined dramatically to 1/4" by 2003. The English for Information 
Technology which peaked at 140 in 2001 has declined surprisingly. This is 
amazing because the number of students enrolling for the IT courses is on the 
rise. We must see how we can promote this course more aggressively. The 


number of candidates for the Hotel Industry course has been fluctuating 
between 40 and 50 in the last five years. In keeping with these 
trends: seners Cae (fade out). 


Activity 9 


iii 


vi 


If I understood you correctly, you want to know whether this method of 
working has been used by any other school. Is that correct? 

Answer: make sure you understand the question — paraphrase, it i. 
necessary; repeat it, if needed. 


I’m afraid I don’t see the connection. 
Answer: Ensure that you entertain only relevant questions. 


To be honest, I don’t have that information with me. 
Answer: Be Honest: if you can't answer the question, say so. 


Can we ensure that we speak one at a time please? 
Answer: Keep control over the audience and don’t allow any chaos. 


I’m afraid that’s all we have time for today. 
Answer: Keep a lookout for time — don’t allow the question /discussion 
session to linger interminably. 


Thank you for coming and for being such enthusiastic participants. 
Answer: Don’t forget to thank the audience at the end. 


Activity 10 


presen'tation 
recommen'dation 
ex'pansion 
super'vision 
e'fficient 
sufficient 
stra'tegic 
syste'matic 
ana'lytical 
eco'nomical 
‘typical 
ex'perience 
incon'venience 
po'tential 
co'mmercial 
indi'vidual 


‘essential 
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` "gradual 


‘actual 


responsi bility 


` in'credible 


im'possible 
di'versify 
'obvious 


spon'taneous 


The teacher has to play multi-dimensional 
roles of acting as subject teacher, 
experimentalist, innovator, guide and above 
all constant learned. Innovative and good 
class room practices can flow only from a 


focused mindset and from commitment for the . 


noble profession of teaching and learning. 
The contributions by teachers and teacher 
educators, which have been included in this 
publication strongly reflect this professional 
mindset and commitment. It is expected that 
this publication will encourage others too for 
replication. 


4 


yes Mange. 
“4 
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